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Reports and Document Dir ect

A. Introduction

Introduction to Reports and Document Direct

Welcome to the Introduction to Reports and Document Direct. This section contains
the tools needed to learn the concepts and procedures involved in retrieving data and
transferring it to an Excel spreadshest.

Goal To have the skills and knowledge necessary to run SQR Reports and to use Document
Direct to obtain datafor use in an Exce spreadsheet.

Participant
Objectives At the end of this module you will be gble to:

Request an SQR report

Use Document Direct and run an SQR report to an Excel spreadsheet
Manipul ate spreadsheet data

Create a Pivot Table

A owbdpE

Prerequisites
1. Currently usng a least one Phoenix module
2. Badc knowledge of Excd

PHOENIX - STATE OF GEORGIA SECTION 1: REPORTS AND DOCUMENT DIRECT 1-1
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B. Concepts
Read and discuss the following:

Document Direct: A graphicd interface. Thetool used to retrieve the stored information from
InfoPac. The data can be displayed or printed at the user’ s discretion. Another option is sending the
datato Exce for customized displays.

InfoPac:. Report distribution system. Stores, sorts, and directs the data to the appropriate user.

SQR Reports: Aretypicaly overnight, batch processed reports. Some SQR reports run nightly,
“Dallies’; others must be specificdly requested. These reports are stored in InfoPac and can be
accessed from five days to Six months after the initia report request. The length of time depends on the
report itsdf and the agency making the request. Dailies are not requested by the user or if areport has
“aged off” the system it will be necessary to cdl the help desk for retrieva.

Pivot Tables: A Pivot Tableis an interactive table that quickly summarizes or cross tabulates large
amounts of data. Rows or columns can be rotated for different summaries of source data. Filters can
aso be applied for displaying pages or details of areas of interest.

1-2 SEcTION 1: REPORTS AND DOCUMENT DIRECT PHOENIX - STATE OF GEORGIA
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C. Exercises

Exercise 1 — SQR Reports and Document Direct

Scenario:  The purpose of this exerciseisto run the Combined Detail Report and view the data
from Document Direct. Y ou will then copy the data into an Excd spreadsheet. This
report provides a comprehensive ligt of details from al modules. The combined detall
reports may be requested using different criteria.

Note: First check Document Direct to ensurethat therequired report does not alr eady
exist.
Step 1 Sdect: Go=>» Process Financid Information =» Custom G/L Reports

Expected Custom G/L Reports pane displays.
Results:

Step 2 Sdlect: Reports= G/L Combined Detail Report=>»Add

Expected Run control dialog box displays.
Results:

Step 3 Enter the following:
Run Control: GL_COMBINED

NOTE: A unique Run Control ID should be created for each report. All caps should
be used but no spaces or dashes are alowed. Underscores can be used.

Click: OK

Expected The Custom G/L Reports — Reports — GL Combined Detail Report pand is displayed.
Results:

PHOENIX - STATE OF GEORGIA SECTION 1: REPORTS AND DOCUMENT DIRECT 1-3
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Exercise 1 (continued)

September 2004

Step 4

Enter or sdlect the following:

Busness Unit:
Ledger:
Fiscd Year:

Accounting Period:

Account Range:
Report Type:

42000

ACTUALS

Current Fiscal Year
From: 1 To: 2

From: 510000 To: 762001
Output Data File

Custom G/L Reports - Reports - GL Combined Detail Report - |5 ﬂ

Expected
Results:

Eile Edit WView Go Favorites Repotts Help

Bl8/8x| a)ee| 2E o] S5 @] #lelsl]|

L Combined Detail Report I

Operator ID: FMTRNZ7
Run Control 1D: GL_COMEINED

Business Unit: l-lZTj
Ledger: [ACTUALS ﬂ
Budget Year: Wﬂ
Fiscal Year: Im

Accounting Period

From: |—1 To: I—Z

Correct data displayed.

Account Range From: 510000

3| Te:[7R001 4]

Report Type

" Woucher/Purchase Drder
" ¥endor/Customer Name

" Check Number

" Acct, Vendor/Customer

" Acct. VO/PD w/chartfields
" SubClass. Acct. Vend/Cust
&+ iiutpat Data File

Sort By

* Report Type Only

" Piog Code (" Fund Code
" Project " Project/Org
" Dig " Dig/Project
" SubClass

" Project/Prog Code

FHTRML

Thefisca year should aways be the current fisca year.

|G/L Combined Detail Report [Add

Note: The Output Data File option does not request a printed report from document
direct.

If you want to see transactions that concern the current budget year, enter a budget
year in the gppropriate field.

PHOENIX - STATE OF GEORGIA
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Exercise 1 (continued)

Step 5 Click: a to save your data.
Click: ﬁl to run the report.
Expected The Process Scheduler window opens.
Results:
Step 6 Enter or select the following:
Run Loceation: Server
Saver: PSUNX
Output Dedtination: File
Run Recurrence: Once
x
Operator ID: FNTRMZ? Run Control [D: - GL_COMBINED
— Run Location — Output Destination
" Client ¥ Server @ File € Printer Window
Server File/Printer: I.-’tmp.n’ +P-d

—Run Date/Time:———— RunRecumence———————————————— Cancel |

Date: [11/14/2003 =l [Once =]
Tine: [10:11:00 aM [2] Name:

Fieset to cunent Date/Time | Hew | Update | Delste |
Dezcription Mame Process Type Descr

Combined [ etail Beport GLS407t<  SOR Beport

Note: Processtypeis SQR Report

Click: OK

Expected Report is requested to run in an overnight batch process.
Results:

1-6 SEcTION 1: REPORTS AND DOCUMENT DIRECT PHOENIX - STATE OF GEORGIA
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Exercise 1 (continued)

Step 7 Check the Process Monitor to confirm the report ran successtully. (Normdly, this
report should indicate a Status of “Success.” Because we are in the training database,
the Status will indicate “Error”. Another report has been run in another database for

training purposes only.)
Close the Process Monitor and return to the PeopleSoft pandl.

Close Peopl eSoft.

Expected Report is run successtully.
Results:

Exercise completed.

PHOENIX - STATE OF GEORGIA SECTION 1: REPORTS AND DOCUMENT DIRECT 1-7
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Exercise 2 — Document Direct

PARTICIPANT GUIDE

Scenario: The purpose of thisexerciseisto view aGL Combined Detail Report in Document Direct.

Step 1 Right click the Document Direct icon from your desktop.
Click: Open
Expected Document Direct is opened and available to retrieve reports.
Results:
Step 2 Click: Hle=>»Document Explorer
@ DocumentDirect !EE
Fie Edit View Seipt Opfions ‘wWindow Help : :
e S T A T R | BlolEl= 50 2]
,. Dnnulnen‘t Explorer - .
; _Open [ _Locate [ Cancel || Herg 7”
\
i SS5INFO: via TCPIP 1=
A SSGINFO: via TCPAIP
9 SSSTEST: via TCPHP
Ea
Ec
LS e i
‘,‘ﬁﬁlari B Microsoft \word - Reports_ | Dﬁcumenll}irecl =] Microsoft PowsiFoint - [Fr. m@é;ﬂ@ 36 PM
Expected Document Direct opens.
Results:

1'8 SECTION 1: REPORTS AND DOCUMENT DIRECT
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Exercise 2 (continued)

Step 3

DoubleClick: SSSTEST: viaTCP/IP

Recipient ID: STUDENTS
Password: INFOPAC

Click: OK

il DocumentDirect
Fle Edi View Seript Poicy Options ‘Window Help

N R EE T S EE R =

Al 2

Document Server [

[ Bl SSSINFO: via TCPAIP
& 55GINFO: via TCPIIP
2 JSSSTEST: via TCP/IP

Ea

==l x|

Elc

S 5
BM

BEBp

Bs Recipient 1D STUDENTS

BuU

Concel | Hep |

[@]/=— | ferisesei [ |

iffistart “ EReports_52_00.doc - Micr,..| Pnalyze Controlled Budge .| Bjtemn |[@pocumentDirect RYY  aseem
Expected Document Direct opens.
Results:
PHOENIX - STATE OF GEORGIA SECTION 1: REPORTS AND DOCUMENT DIRECT 1-9
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Exercise 2 (continued)

PARTICIPANT GUIDE

Step 4 Todigplay alist of reports click the plus Sign beside Report.

The reports are on the left and the descriptions are on the right.

4 |

PAYABLE DUEiFIj
»

|

il
By File Edit View Script Policy Options Window Help == x|
| 1t o e 2 2 59 e B | O] 2 |l O ] 2
EEERNER
Report ID Report ID Description
i S3SINFO: via TCRHIP *| [AMA020506 G/L JOURNAL DATE RECON DETAIL 15
& SSGINFO: via TCP{IP AP403042E PAYMENT HISTORY REPORT BY YENDOR NAN
&4 SSSTEST: via TCPHIP APA03042F PAYMENT HISTORY REPORT BY YENDOR ID
|:. Topic IAP404042E PAYMENT HISTORY REPORT BY YVENDOR NAK
E p AP4140402 ACCOUNTS PAYABLE DAILY INPUT REPORT
=} AM4020506 G/L JOURNAL DA’ |[AP4140404 PAYABLE DUE PROOF REPORT
HEF AP403042E PAYMENT HISTOI |[AP4140850 OFFLINE YOUCHER LISTING
HEF AP403042F PAYMENT HISTOI |[AP4200404 PAYABLE DUE PROOF REFORT
SR ENENERS PAYMENT HISTOI |lAPA270401 BUDGET EXCEPTIONS REFPORT
) AP4140402 ACCOUNTS PAYA ||AP4610404 PAYABLE DUE PROOF REPORT
HE=E AP4140404 PAYABLE DUE PF ||APA74DAZE PAYMENT HISTORY REPORT BY YENDOR NAk_|
-k AP4140850 OFFLINE VOUCHE_{ [APA750402 ACCOUNTS PAYABLE DAILY INPUT REPORT
-k AP4200404 PAYABLE DUE PF  |[APA4750419 TRAVEL EXPENSE REPORT
HEF AP4270401 BUDGET EXCEPT |[APA760404 PAYABLE DUE PROOF REFORT
HEF AP4610404 PAYABLE DUE PF | [APG160402 ACCOUNTS PAYABLE DAILY INPUT REPORT
& AP47A042E PAYMENT HISTOI |[AP8160419 TRAYEL EXPENSE REPORT
HEl AP4750402 ACCOUNTS PAYA ||AP8330404 PAYABLE DUE PROOF REPORT
HEE AP4750419 TRAVEL EXPENSI |[(AP9800427 VERIFY CASH DISBURSEMENTS REPORT TO E
=k AP4780404 PAYABLE DUE PF  ||AR4D00416 DEPOSIT TRANSACTION UPDATES
-k AP8160402 ACCOUNTS PAYA |[ARA030401 AR CUSTOMER STATEMENT
HF AP8160419 TRAVEL EXPENSI |[(ARG160407 CASH RECEIPTS JOURNAL [DAILYUSER REQU
HEF AP8330404 B196000406

DB2 0 TYPE A & B USAGE LOAD ERROR REP ~
| »

[@]|Z— | feriseszie

Expected Document Direct Reports are displayed.

Results:

1-10 SecTioN 1: REPORTS AND DOCUMENT DIRECT
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Exercise 2 (continued)

Step 5 Note: There are severd different waysto locate a report.
1) =>Usescrall bar, once the report has been found, double click on report name.
OR
2) =>Click: @l L ocate
Enter the following information:
Report ID: GL42004GG
Click: Locate
IR
B File Edit Wiew Script Policy  Options  Window  Help ===l
|| o el o | 0 501 ] e 0 [ | e ] ) 1 ] 2 |
H| (02
Report ID Report ID Description
i S33INFO: via TCP{IP ~| |AMA020506 G/L JOURNAL DATE RECON DETAIL 1=
& SSGINFO: via TCR/IP ADAD2049E DAVAIENT HISTADY REPORT BY YENDOR NA
£ SSSTEST: via TCPIP RSl X/ REPORT BY VENDOR ID
S ey ' | o | | i ] oo eapon
ocate
H*F AMA4020506 = OF REPORT
HEF AP403042E Server [s55TEST: via TCPAP 1 Cancel | LISTING
& AP403042F OF REFORT
LB AP404042E Repart 10 GL42004GG| NS REPORT
=k AP4140402 = I ﬂl OF REPORT
HiEk APA140404 VesonlD: | REPORT BY VENDOR NAh_|
HF AP4140850 E DAILY INPUT REPORT
R iazrown segil: |
H&=k AP4610404 E DAILY INPUT REPORT
[k AP474042E EPORT
+EF AP4750402 OF REPORT
HEF AP4750419 URSEMENTS REPORT TO E
HEF AP4780404 [NON UPDATES
& APs160402 Page: Open | TEMENT
& APB160419 URNAL [DAILYJUSER REQU
&=k AP8330404 PAYABLE DUEEH B198000406 DB2 0 TYPE A & B USAGE LOAD ERROR Flli:‘l;l
o - | 4 | »
@ _|r|1571925213 I
[ . ||pocumentDirect - [Do... MRW < 1o:sam
Expected Sdlected report is highlighted and available for access.
Results:
PHOENIX - STATE OF GEORGIA SECTION 1: REPORTS AND DOCUMENT DIRECT 1'11
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Exercise 2 (continued)

PARTICIPANT GUIDE

Step 6 Highlight the correct Verdgon ID and double click.

| DocumentDirect - [Document Explorer]

Uy File Edit ¥iew Script Policy Ophions  Window Help

=18l x|
=181 x|

N =] SR ) B = R N sl et e e s Nl <3 | =

2]

Sl 2 |

Report ID

B} GL46204GG
) GLA7504EA
HE} GLA7504EB
HE GLA75044A
HEl GLA75044M
&) GL475044N
&} GL475044R
&} GL48404GD
) GLB1604EA
+HE} GLB1604EB
i GLBA1044B
Hl GL906044R
&) GL907044R
-} GL97904EA
-} GL97904EB
[} HR4030510
+HE HR4270556
[ HR4750510
- HR8160510
&} HR9B0O510
&} IMGSAMPLE
a4 - |

M) G 4z004GG GJL COMBINED DI

G/L COMBINED D
BALANCE SHEET
BALANCE SHEET
BUDGET BASIS T
TRIAL BALANCE -
TRIAL BALANCE -
TRIAL BALANCE -
GJ/L COMBINED D—
BALANCE SHEET
BALANCE SHEET
BUDGET BASIS T
TRIAL BALANCE -
TRIAL BALANCE -
BALANCE SHEET
BALANCE SHEET
SALARY PLAN INt
PRELIMINARY Ex
SALARY PLAN INt
SALARY PLAN INt
SALARY PLAN INt

Yersion ID

11f17/2003 1
0942512003 01:40:34 PM
0941172003 09:20:37 AM
0712412003 02:06:39 PM
05/08/2003 04:06:52 PM
03/24}2003 10:05:35 AM

IMAGE F‘HE\."IE\j;l
»

Device  Status

DISK
DISK
DISK
DISK
DISK

Available
Available
Recall required
Recall required
Available

Expected Report opens from Document Direct to your monitor.

Results:

[@]/E— |  fertseaisaLanniGs

1-12 SecTion 1: REPORTS AND DOCUMENT DIRECT
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Exercise 2 (continued)

September 2004

Step 7

Expected
Results:

Report is returned to window. Maximize your screen.

8 DocumentDirect - [167.192.62.18: GL42004GG (11/17/2003 10:17:26 AM)] =] x|
File Edit Yew Script Policy Cptions ‘Window Help -|5 ﬂ
| 8ol el 2 ] T 5 el o [ D] o0 ] @ o 9 0 el 2 ||

Atate 0f Georgia -
Fusiness Unit: 42000 Forestry Commission, GA Repo
Ledger: ACTTIALS Combined Detail Output Data File Print
Fudget Year: 2004 General Ledger Report Page;
Fiscal Year: Z004 P I1

Acctg Period Range: 1 to 2

Account Range: 510000 to 762001
Stc~hdect  ~VendCustId-¥endCustiln ~RefIdl ~Refln~REfLnZ2~REfLh3~Descript
PO ~653202~0000214694~NEWFORT TIMBER LLC «~0000029435 - e 1~ 1~Mandlani
PO ~653202~0000214694~HEWPORT TIMEER LLC ~00000Z29435 - 2w 1~ l~Toodlan
PO ~853600-~00002305305~EVENT STREAMS ~0000029744 ~ 2~ 1~ l~hdditior
PO ~653600~0000230805~EVENT STREAMS ~0000029744 - e 1~ 1~additiot
PO ~515001~0000017434~FLINT EQUIPMENT CO INC ~0000030073 - 4 1~ ZeLabor £
PO ~8515001-0000017434~FLINT EQUIPHENT CO INC ~0000030073 = G 1~ l~Correct:
PO ~815001~0000017434~FLINT EQUIPHENT CO INC ~0000030073 = G 1~ l~Correct:
PO ~653202~00001531650~TNITED FORESTRY CONSULTANTS INC «~0000030272 - e 1~ 1~Change -
PO ~8532Z02Z~0000131650~UNITED FORESTRY CONSULTANTS INC ~0000030272 - 2w 1~ l~Change :
PO ~B653202~0000131650~UNITED FORESTRY CONSULTANTS INC ~0000030342 = 2~ 1~ l~Contract
PO ~653202~0000131650~TNITED FORESTRY CONSULTANTS INC ~0000030342 - e 1~ 1~Contract
PO ~553600~0000004543~IEM CORPORATION ~0000030555 - 1 1~ l~Support
PO ~853600~0000004543~IEM CORPORATION ~0000030555 ~ 1~ 1~ l~Support
PO ~815004~0000004543~IEM CORPORATION ~0000030555 ~ 1~ 1~ Z~Hupport
PO ~615004~0000004543~TEM CORPORATION «~0000030555 - 1~ 1~ ZeSupport
PO ~515004~0000004543~IEM CORPORATION ~0000030555 - 1 1~ Z~Support
PO ~814015-0000009776~50UTHERN STATES ~0000030631 ~ 3 1~ l~hdditior
PO ~614015~0000009776~3500THERN STATES ~0000030631 - G 1~ 1~additiot «
11| _>|J
@ %= er | Section: |Patof2z8

Note: The scroll bar operates this page, page one. To view another page or the next

one the following icons will dlow you to enter the necessary commands.

Report opens and is available for review.

PHOENIX - STATE OF GEORGIA
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Exercise 2 (continued)

Step 8 To navigate in the report:

Click: . Next page
Click: Previous page
Click: B=lGo To

Locate: I

0k
Cancel

Help

L

1 | 3

Page: I ﬂ of 132
Sub-page: I1 é’ af

Thiswill dlow you to sdect a specific pageto view.

Expected Go To navigates to the page specified.
Results:

1-14 secTion 1: REPORTS AND DOCUMENT DIRECT PHOENIX - STATE OF GEORGIA
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Exercise 2 (continued)

Step 9 To print the report use File=> Printer Setup
Select: Landscape
To print entire document, the following would be completed:
Select: Hle=>Print (Note: In class, wewill not print the report.)
print x|
167.192.62.18: GL42004G G (03/11/2003 03:20:37 4M)
Printer: HP Lazerlet 4 an LPT1:
LCopies: I'I |LI
Pagez Al Cancel |
" Cument Section
™ Cument Page Setup... |
& from: [+ To |1
............. A HEII:' |
Oeeerflow
¢ Tile Pages ™ Include Apnotations
£ Truncate
 Fit Best T Ihclude &l Sub-Fages
Depending on the size of the document, you have the option to print the complete
report or specific pages.
Note: If the printicon is utilized from the tool bar, only the current page will print.
Printer setup must be landscape to see entire page.
Expected Print option available.
Results:
Exercise completed.
PHOENIX - STATE OF GEORGIA SECTION 1: REPORTS AND DOCUMENT DIRECT 1'15
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Exercise 3 — Export Data from Document Direct to an Excel spreadsheet

Scenario:  After exporting data, you will be able to produce a Soreadsheet that contains useful
information. To complete this exercise we will be using the previous GL Combined
Detail Report.

Step 1 With the GL Combined Detall report open in Document Direct, we are going to hide
the page header row information.

Highlight areato hide. (Top of pageto just above “Src~Acct” and continue to end of
data on right sde of page.)

Sdect: View =» Hide

Tl DocumentDirect - [167.192.62.18: GL42004GG (11/17/2003 10:17:26 AM)] == x|

Edit | view Script Policy Options ‘Window Help ;Iilﬁl
EIETERAR = 2

Move...

Clear Vigw

Font...

Color Depth,..

Sroc~doct - FEWiddy ~RefIdl ~Refln~RELn2~RELn3~Descript
Fit Height
Fit Paper
PO Gs3EnZ. 0 ER LLC ~NNNNNZ9435 w2 1e l-Toodlam
PO 553202  CCEIE SRR ER LLC ~00000Z9435 « 2« 1le  l.Toodlam
PO ~653600~  CUstom Sie.. H ~0000029744 B 2w 1. l-hdditio
PO ~gS3600~ o s ~0000029744 - 2 1 lddditio:
b0 L615001. oend ENT CO INC ~0000030073 « 4 1. 2.laber £
PO -gl5001. COREIERED ENT CO INC ~0000030073 ~ 8~ 1.  l-Correct
PO ~615001~  Robation 180 [ENT CO INC ~0000030073 - B 1~ l~Correct:
PO .G53E0Z. ROkt 270 [TRY CONSULTANTS THE ~NNNNNANZ72 « 2 1s  l-Change -
PO .553ZOZ. ; TRY CONSULTANTS INC ~0000030272 ~ 2. 1.  l.Chemge :
PO 553202~  Display Deta ¥ ITRY CONSULTANTS INC ~0000030342 ~ 2 1o  l-Contract
PO ~g53202~  Minmies Egloreran Use (TRY CONSULTANTS INC ~0000030342 - 2 1o l-Contract
P .gSzsOO. o |IoN ~0000030555 1o 1o leSwppert
b0 -g5300. L OTPoUndPace Tn 0000030555 w1e 1e l-Supporc
PO -515004. Annatations *lrow 0000030555 1o 1. ZeSupport
PO LE15004- | iy ~0000030555 1o 1o 2eSwppert
P0 515004 iy ~0000030555 - 1 1. 2-Support
PO ~514015-0000009776~50UTHERN STATES ~0000030631 3« 1o l-hdditio;
PO ~614015-0000009776~SOTTHERH STATES ~INNNNANAZL v 3w 1e lehdditioy|
»

I
@ %= er | Section: |Pg1of22s |
iﬂStartl J Inhux - Microsoft Outlook I ReuurtsjurfwabJZ?ZD‘.. I DucumentDirect -[16... @U QIE 10:24 AM

Expected Hide box is displayed.
Results:

1-16 SecTioN 1: REPORTS AND DOCUMENT DIRECT PHOENIX - STATE OF GEORGIA
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Exercise 3 (continued)

September 2004

cd [T
Height [I

Step 2 Sdect: Current Mark
Extend Mark to Page Boundaries: Left and Right
Hide
& Curment Mark
" Fram Upper Left Row |1_
Size Width |1
Estend Mark to Page Boundaries
[ Icop
v Left
[~ Eattom
Hide I Cancel Help
Click: Hide
Expected Header informetion is hidden.
Results:

PHOENIX - STATE OF GEORGIA
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Exercise 3 (continued)

Step 3 Note: There are two ways to copy a Document Direct report to Excel.

1) Copy the Clipboard, then to Excel. This process will be used in class.
OR
2) Export to ASCII, then to Excdl.

If the Clipboard method does not work, use Export to ASCII.
Export to ASCII, then to Excel

1) From the file menu, sdect Export, ASCII. An Export popup screen will appear.

2) Choose from the Pages options (usudly All) and enter afilename.

3) Use Windows Explorer to open thefile. If you receive amessage “Thisfile istoo
large for Notepad to open. Would you like to use WordPad to read thisfile?’
Click yes.

4) From the Edit menu, choose Sdect All

5) From the Edit menu, select copy

6) Open Excd

7) Clickincdl A1

8) From the Edit menu, choose Paste

Expected Either method populates spreadsheet with report information.
Results:

Step 4 Select Edit, Copy to Clipboard

Dialog box displays

Select "= = or specific pagesif desired

Select; __op
Minimize Document Direct and Open Excel. Paste the datainto the spreadshesct at cell
Al

Expected The datais exported to an Excel spreadshest.
Results:
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Exercise 3 (continued)

PARTICIPANT GUIDE

Step 5

rows 2-4.

Note:

Right click in shaded area and select Delete.

When the text information is copied to Excd; dl of itisin Column A. Toturnthe
information into data, it will be necessary to deete blank rows.

Click and drag on row numbers to highlight and delete area below the column headings,

a1
Arial 10 - B IO o e DA

[£] Ble Edt Yew Insert Format Tools Data  Window Help Type 3 questionfor help |22 & X
3 2 B . m.

NERay SBRY| 4B - @ = -4 & [#gee -3,
A2 - #x

L~ | B8 [ ¢ | o [ E [ F [ &6 | H [ 1+ [ J [ K[ LZJ

1 [Src~Acct ~vendCustld~vendCusthm ~Refld] ~Refl ~Rfl n2~RflLn3~Description ~Refl—]
& cut -

| 5 |PO ~653202~0000214624~NEWPORT TIMBER LLC ~0000029435 = B res chang

| 6 |PO ~653202~0000214634~NEWPORT TIMEER LLC ~0000029435 = Copy res chang

| 7 |PO ~653600~0000230805~EVENT STREAMS ~0000029744 ~ 2~ @ paste for filrning

| & PO ~B53600~0000230805~EVENT STREAMS ~00000257 44 ~ 2 1 paespeca,., [for fiming

| 9 |PO ~B15001~0000017 434~FLINT EQUIPMENT CO INC ~0000030073 . 5 1-3

| 10 | PO ~615001~0000017 434~FLINT EQUIPMENT CO INC ~0000030073 ~ G~ Insert Echols irr

| 11 |PO ~615001~0000017434~FLINT EQUIPMENT CO INC ~0000030073 ~ G~ ‘ Delete Echols i

| 12 | PO ~6563202~0000131650~UNITED FORESTRY CONSULTANTS INC ~0000030272 P —— ge in Cont

| 13 |PO ~653202~0000131650~UNITED FORESTRY COMSULTANTS INC ~0000030272 - ge in Cont

| 14 | PO ~653202~0000131650~UNITED FORESTRY CONSULTANTS INC ~0000030342 Earmat Cels... ract Amou

15 PO ~653202~00001 31B50~UNITED FORESTRY CONSULTANTS INC  ~0000030342 jow Helght.., At Amou

| 16 | PO ~653600~0000004543~ B CORPORATION ~0000030555 = = -

| 17 | PO ~653600~0000004543~ B CORPORATION ~0000030555 = = e

| 18 |PO ~615004~0000004543~BM CORPORATION ~00000305855 = = Unhidz

| 18 |PO ~B15004~0000004543~|8M CORPORATION ~0000030855 ~ 1~ T= Z=suppor Cne

| 20 | PO ~615004=0000004543~|BM CORPORATION ~0000030855 ~ 1~ 1~ 2~Zupport Line 3
21 PO ~H1:1r|1r|r|r|r|r|q F~SOUTHERM STATES '-!_Il_ll_ll_ll_ﬂl—lﬁfﬂ ~ 3~ 1~ 1~Additinnal Farilizer hd
M 4 b ]\Sheetl ; Shestz [ shests 1 i m
Draw = [3 | dutoShapes= ™ "w [ O 4l 5 inl

Ready LM

iastart”J Inbox - Microsoft Qutl.., | @Reports_l’or_web_lz_‘..l DocumentD\rect - [167...|Micrnsnft Exncel - Bo... |@2$ (EIE

select entirerow.

Expected Blank rows are deleted.

Results:

10:28 AM

Note: If entirerow isnot selected a dialog box will prompt for areato delete,
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Exercise 3 (continued)

Step 6 Information is ill gored in column A. To continue, we will need to move the text to
individua columns. Using the Text to Columns Wizard tool completes this process.

Click: A to highlight entire column.

Sdect: Data=>» Text to Columns

a1
arial 10 - B IO $ % 5, W% e AL
File Edit ‘iew Insert Format Tools | Data | Window Help Type aquestionforhelp = 2 & X
) | Oﬂ %l Sort...
NEeday &aBRy 48 o i Y E S v
A1 - A Sro-Acct ~ver oM ~Refld1
5] ~ReflLn~RflLn2~ Subkatals... ~CkNo/JDate~Sts~InvoicelD ~InvaiceDt
| 1 [Src~Acct pvendCustid ~CkDate  ~Py valdation. .. Prog ~CFDA ~Project ~SubCHBY
| 2 |PO~B53202~00002146 ~AT~Amaount
| 3 |PO ~B53202~0000214694~NEVYPORT T B ~ 2~ 1~ A~Waodland Acres chang
| 4 |PO ~B536N0~0000230305~EVENT STR Text to Columns. .. ~ 2~ 1~ 1~Additional cost for filming
| 5 |PO ~B536N0~0000230805~EVENT 5TR ———— ~ 2~ A~ 1~Additional cost for filrning
| 6 |PO ~E15081~0000017434~FLINT EQUIR - ~ A~ A~ D~labor for lines 1-3
| 7 |PO ~G15001~0000017434~FLINT EQUIR Group and Outine D ~ &~ 1~ 1~Correction to Echols in
| 8 [PO~B15001~0000017434~FUNT EQUINER  pryotTable and PivotChart Report .. ~ &~ 1~ 1~Correction to Echols i
| 9 |PO ~B53202~0000131650~UMITED FOR 030272 ~ 2~ 1~ 1~Change in Cant
|10 |0 ~653202~00001 31650~ UNITED FOR|  Import External Data * 30272 ~ 2~ 1~ 1~Change in Cont
| 11 |PO ~B53202~0000131650~UMITED FOR 030342 ~ 2~ 1~ 1~Contract Amou
| 12 |PO ~653202~0000131650~UNITED FORESTRT CONSUCTANTS NG =ooonis0342 ~ 2~ 1~ 1~Contract Amou
| 13 |PO ~6536M0~0000004543~BM CORPORATION ~0000030555 ~ 1~ A~ 1~Support Line 3
| 14 |PO ~653600~0000004543~BM CORPORATION ~0000030555 ~ 1~ A~ 1~Support Line
| 15 |PO ~615004~0000004543~8M CORPORATION ~0000030555 ~ 1~ 1~ 2~Support Line
| 16 |PO ~615084~0000004543~5M CORPORATION ~0000030555 ~ 1~ 1~ 2~Support Line
| 17 |PO ~615084~0000004543~ 80 CORPORATION ~0000030555 ~ 1= 1~ 2~Support Line
| 18 |PO ~6140) 5~0000003776~S0OUTHERN STATES ~0000030631 ~ I 1~ 1~Additional Fedilizer
| 18 |PO ~6140) 5~0000003776~ SOUTHERN STATES ~0000030631 ~ 3 1~ 1~Additional Ferilizer
| 20 |PO ~E53202~0000100857~TURK, GEORGE ~0000030682 ~ 1~ A~ A1~Gtewardship Plan Contract
PO ~RAF MEWA, N Tﬁﬁlﬂ ~ A~ A~ A~Stewardshin Plan Cong T
H 4+ m[\Sheet1 4 r Li
Draw = [3 | AutoShapes = ™. \Doéﬂ &% &‘i'&' EDL -
Ready LM

§ﬂ5tart|“ Inbox - Microsaft Outl... | @Reports_For_web_lZ_‘..I DocumentD\rect ° [167...|Micrusuft Ezxcel - Bo... |@E 4]5 10:32 AM

Expected Text to Column Wizard appears.
Results:
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Exercise 3 (continued)

Step 7 The Text to Column Wizard is athree-step process.
Step 1 — Choose the file type that best describes your data.

Fixed width for the Combined Detail Report only is set to Delimited. All other
requested reports use the Fixed width.

Click: Next

Convert Text ko Columns Wizard - Step 1 of 3 2=

The Text Wizard has determined that vour data is Fixed Width,
If this is cotrect, choose Mext, or choose the data type that best describes your data.
riginal data tvpe
Choose the file bvpe that best describes vour data:
i d - Characters such as cormmas ot tabs separate each Field.

" Fixed ﬂiath - Fields are aligned in columns with spaces between each Field.

Preview of selected data:

|11 fro~dcct ~WendCustId-~VendCustNo e ﬂ
|2 PO ~G6E3Z02~0000Z214694~NEWPORT TIMEEER LLC -~
|12 PO ~EE53Z0Z2~0000214694~NEWPORT TIMEER LLC ~
|4 PO ~552600~0000220205~EWENT STREAME ~
|E PO ~&E52&00~00002202305~EWENT STREAME £ =

=

Cancel = Back | Mext = I Einish I

Expected Wizard movesto step 2.
Results:
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Exercise 3 (continued)

September 2004

Step 8 Step 2 — Determines the delimiters your data contains.
Click: Other
Enter: ~ (tilde) symbol (The Output Data File isthe only report that hasthe
Separator.)
Click: Next
This screen lets you set the delimiters wour data contains, You can see
hows wour text is affected in the preview below,
L [" Treat consecutive delimiters as one
v Tahb [~ Semicalon [ Comma
[~ Space W Cther: W Text qualifier: IH 'I
rDaka preview
Frc oot rendCustId WendCustln [E.. ﬂ
1231] EE53z0z PQO00Zz144694 MEWPORT TIMEER LLC ul
idu} EE2Z02 000z14694 MEWPORT TIMEER LLC n
o 53600 000230805 EVENT STRELMS n
1231] 53500 PQO00z30805 [EVENT STREAMS ul LI
K1 i
Cancel < Back | Mext = I Finish I
Expected Wizard movesto step 3.
Results:
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Exercise 3 (continued)

Step 9

Expected

Results:

Step 3 — Sets the data format
Document Direct isatext file, but Excel labels dl data as Generd. We need to identify
which column istext, generd, or date formatted.

For thisreport, dl columns are formatted as text unless they are dollar anounts. Date
information is not used.

With the firg column highlighted,

Hold: Shift and scroll until the last column gppears and click in the last column.

Sdect: Text
Convert Text ko Columns Wizard - Step 3 of 3 2=
This screen lets wou select each column and set olumn data Format
the Data Format, " Seneral

‘General corverts numeric walues ko numbers, date | et
values to dates, and all remaining walues to text, © pate: MOV -

Advanced... |

" Do not jmpart column {skip)

Destination: |$.0.$1 :"J

rData preview

Cancel I < Back | [Exk = | Einish I

Note: If Office Assistant opens select No and it will disappear .

All columns have been formatted to text.
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September 2004

Exercise 3 (continued)

Step 10 Step 3 (continued)
Change the Amount column to Generd format.
Convert Text to Columns Wizard - Step 3 of 3 2=l
This screen lets you select each column and set olurnn daka Farmat
the Data Farmat. o
‘General' converts numeric values to numbers, date O Text
values bo dates, and all remaining walues to text. © pate: MDY -
" Do not jmpart column {skip)
advanced... |
Cestination: |$.0.$1 :*J
rDaka preview
Textlaxt Text Text Text Lext t
R [Project BubCl EY QAT Per il
pEd LEZ04004 Flz FOOd4 [E Z
pEd LEZ04004 Flz FOOd4 [E Z
Fc4 FOS0000G Flz o004 [E 1
Fc4 FOS0000G Flz o004 [E 1 - |
Kl JER—
Cancel < Back | Mk = | Einish I
Click: Finish
Expected All columns are formatted correctly.
Results:
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Exercise 3 (continued)

Step 11 Y our document should look similar to the one below.
5] x]
Arial -0 - B IO B %, WY LA
File Edt Miew Insert Format  Tools  Daka  MWindow  Help Type aquestionforhelp |+ 2 & X
3 #a %A ﬁ@ v ¢3) | Y#Reply with Changes... End Review... E .
DEES" @BRY & BR-F| o o283 mego -7,
A - # Sro
B\ClD\ElF\GlH\IlJ\Kle
| 1 |Src Acct YendCustl VendCustl Refld] ReflLn Riln2 RflLn3 Descriptior Refld2 CkNoi)Dat Sts I—
[ 2 |Po 53202 00021465 NEWPOR 000029427 2 [ 1 [ 1 Woodland
[ 3 |PO 53202 00021468 NEVWPORTI00002945 2 [ 1 [ 1 ‘Woodland DO0B2734
[ 4 |PO 53600 TO0023080 EVENT ST000002974° 2 [ 1 [ 1 Additional
| 5 |PO 53600 D00023080 EVENT ST000002974° 2 [ 1 M1 Additional 00061581
|6 |PO 15001 Do000174z FUNT EQUDO000G007" 4 F 1 [ 2 Labor for i
[ 7 |PO 15001 00001742 FUINT EQUD000030077 8 [ 1 [ 1 Correction 00062043
[ 6 |PO 15001 00001742 FLINT EQUD000030077 6 [ 1 [ 1 Correction
IEN 3] 53202 00013165 UNITED FiD000030277 2 [ 1 [ 1 Change in
(10 |PO 53202 00013185 UNITED FeBooo03027" 2 [ 1 [ 1 Change in DO0B2022
(11 |PO 53202 0001316E UNITED FeD00003034" 2 [ 1 [ 1 Contract A
112 |PO 53202 00013165 UNITED FeD00003034" 2 [ 1 M1 Contract AD00G2023
13 |PO 53600 00000454 16M CORFOOO00305ET 1 F 1 [ Suppart Lil
(14 |PO 53600 00000454 1BM CORFUO000305" 1 [ 1 [ 1 Support Lil
(15 |PO 15004 00000454 1BM CORFOOOO0305ET 1 [ 1 2 Support Lil
(16 |PO 15004 00000454 1BM CORFOOOO0305E 1 [ 1 2 Support LifDO0G1376
(17 |PO 15004 00000454 1BM CORFDOOO0305E 1 [ 1 2 Support LilDO0B2436
(18 |PO 14015 00000977 SOUTHERDOOOO306ZT 3 [ 1 [ 1 Additional
119 |PO 14015 00000977 SOUTHERDOOOO306S” 3 [ 1 M1 Additional 00062252
120 PO 53202 00010088 TURK, GE(DO000308E” 1 F 1 [ Stewardsh
21 1pn A2 TI0NN2 1468 MEWPORTINNNNA0GE" 1 "1 "1 Stawarrs =
H 4 » M[\Sheetl [ Sheetz f Shests 14l >
Draw = [3 | dutoShapes= ™ "w [ O 4{ &
Ready LM
Expected Column Wizard is completed.
Results:
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Exercise 3 (continued)

September 2004

Step 12

It is now necessary to save the spreadsheet in Excdl.
Sdect: FHle=>Save As

Savein:  C:\temp

Flename XX_GL42004GG — Your initias or name replace the XX.

Click: Save

21

Save in:

I[:Itemp j(}:-v @XLvTDDI}Y

Hiskory

Mame # | Sizel Type | Modified

[ | prii File ...
[ Test File ...
28 rvp420_100103.xls 3,91, Micr...

BIG(2003 9:04 AM
1071420073 9:36 AM

10/1f2003 11:48 AM

(B

My Documents

0

2
@
in
F
o
=l

*
Favarites
=
CIF=

My Network
Places

Flepame:  [RP_GL42004GG.ls

[

Save as bype: IMicrosoFt Excel Workbook (*, xls)

I~

Save

Cancel
&

Expected
Results:

Note: Excd savesin the .xIsformat.

Spreadsheet is named and saved in the C drive, temp file.

Exercise completed.

PHOENIX - STATE OF GEORGIA
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Exercise 4 — Filtering and Sorting Data in an Excel spreadsheet

Scenario: The existing spreadsheet contains many rows of data, on multiple pages. The “Filter”
and “ Sort” Functions will isolate specific data.

Step 1 Continuing with the spreadsheet, XX_GL42004GG.xls

Highlight the entire spreadshest.

Sdect: Data=>» Sort

Sorthy: Src

Note: Header row radio button is selected.

Click: OK

Click anywhere in the spreadsheet to turn the highlight option off.
sort 21|

[T ~| * Ascending

" Descending

Then by
I ;l {* ascending
{~ Descending
Then by
I ll * ascending
{~ Descending
Iy lisk has
£+ Header row " No header row

Cptions. .. | 04 I Cancel

Expected Data sorts aphabeticaly by source. The blank fields, which display first, do not contain
Results: information in the option selected.
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Exercise 4 (continued)

Step 2 To remove non-essentia rows, highlight below the header row and continue until data
appears.

Right click in the shaded area and select Delete.

3 Microsoft Excel - RP_GL42004GG.%ls ;Iilll
o ~w B $ %, W
File Edit Wiew Insert Format Tools  Dakta  ‘Window Help Type aquestionforhelp = 2 & X
3 #a %A d@ ¥ g @3 | ¥#Reply with Changes... End Review.., E .

NSt SBRY | $BR-<| o o- |8 = -2 3| W@ -3,

i+
il

A2 - %
a [ 8 [ c [ o [ e [ F [ & [ H [ 0 T o ] w ] L 3‘
ey
b L
b
b
-
N & cut
Copy
THHHHEEE B pasts
i Paste Special...
586 |AP 540003 000014052 MELSOM V0 1 "0 exp acct 042034361F
657 | AP 540003 D000 2614 BATES CH Insert 1 "o exp acct 42034360
535 AP B40003 00021057 TRIBELE ,L't| Delete 1 "o exp anct 00000004 P
FR3| AP 40003 00002287 SUTTOM,C P E—— 1 "o eup anct Tinnnnnnn4 P
[P i, v
590 | AP 540003 00021057 DAVID,GHT 1 0 exp acct Dooooooo4 P
691 AP Ba0003  DOO01177CALLEN BRUE Eormat Cels... 1 "o exp acct 42034360 P
692/ AP 540003 DO0021067 BROOME T Row Height. . 1 "o exp acct 042034361 P
593 AP 540003 DO001467ZDYER WILT B 1 "0 exp acct 042034361P
534 AP Bez2001  DO0025521 SWWAIM KED Hide 1 ] Feimb. Ex 00010967 P
595 | AP Fezo01 00000737 ALLRED HTI Unhide 1 " Reirnh Ex Tinnn1096e P
RO AP e E MMFT27 1 1 "N Reimh F Tinnn1n9RF P J:l
W 4 » W[\Sheetl { Sheet? / Sheetd KN ol

D[aw'kngtoshapas'\\moéﬂg &'i'A'EEEDL.
Ready LM

ifistart ||| E]reports for_web 12 20... |[EMicrosoft Excel - RP._G... R 1sam

Expected Blank rows have been deleted at the top of spreadsheet.
Results:
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Exercise 4 (continued)

Step 3

Expected
Results:

To remove non-essentia rows or unwanted data at the bottom of the spreadshest,
press Ctrl=»End.

Locate the end of the blank rows and highlight row and scroll up until good data
appears.

Note: All header rows except for the first page have dropped to the bottom of the
spreadsheet and should be included with the blank rows.

Right click in the shaded area and select Delete.

SE
Arial -0 -|B IU B s %, 4% EERC R W
@ File Edit W¥iew Insert Format  Tools Data  Window Help Type aquestionforhelp |+ 2 & X
i 4 S g - E.
Doy S8RV BRI %z-g%‘cﬂ?'ﬁ' - @,
AITTO ~ A rc *
A | B8 [ © [ b [ E T F T © ] Copy J K L
9537 PO 514004 DO000001Z GA CORRDO00031317 1 L1 [ paste
5536 PO B16007 00017326 ATLANTA BO0005132" 1 r 1 | paste special
9533 PO B1e001  DO0017326 ATLANTA DO0003132 2 M1 l
9540/ PO B16001  Doom7szeaTLanTa Bo0003132 3 F 1 T Inset
19511 PO 15001 DO0017326E ATLANTA T000031327 4 [ 1 [ oekte
9542|PO 512003 00027370 CUSTOM (0000031327 1 r 1 'l
9543 PO B12003_D000Z7a7CcuSTOM ooooss 1 T 1 7| Ceeemen jpgeaaa
Src Acct “WendCustl “YendCustt Refld] ReflLn RfLn2 Earmat Cells... efld2 Ckho/lDat St
Src Acct YendCustl VendCusth Refld1 Refln RfLri2 Row Height. . efld2 CkMo/lDat Sts
Sre Acct WendCustl VendCusth Refld1 Refln RfLri2 - efld2 CkMo/lDat Sts
Src Acct WendCustl VendCustl Refld] ReflLn RiLn2 hide efld2 CkNoAlDat Sts
Src Acct YWendCustl VendCustr Refld? ReflLn RiLn2 Unhide efld2 CkNo/lDat Sts
Src Acct “WendCustl VendCust? Refld? ReflLn RfLn2 K] CEsepterRefld2 CkMNoflDat St
Src Acct WendCustl VendCust? Refld1 Refln RiLn2 RfLn3 Descriptior Refld2 CkMoflDat St
Src Acct WendCustl VendCust? Refld1 Refln RiLn2 RfLn3 Descriptior Refld2 CkNo/lDat St
Src Acct YWendCustl WVendCusth Refld 1 ReflLn RiLn2 RfLn3 Descriptior Refld2 CkNo/lDat Sts
Sre Acct WendCustl VendCusth Refld1 Refln RfLri2 RfLn3 Descriptior Refld2 CkMo/lDat Sts
Src Acct YWendCustl VendCusth Refld1 Refln RfLn2 RfLn3 Descriptior Refld2 CkMo/JDat Sts
3rc Acct “WendCustl VendCust Refld? RefLn RiLn2 RfLn3 Descriptior Refld2 CkNo/JDat St
3rc Acct WendCustl VendCust! Refld? ReflLn RiLn2 RfLn3 Descriptior Refld2 CkMo/lDatSts —
Arct andCustl VandCustt Refld] Refl n Bl n? fl n3 Desrrintjnt Rafld? CkNnilNat Sts hd
H 4 » M[\Sheetl { Sheetz f Shest3 1 j LljJ

i

i

D[aw‘kngtoshapes'\\mo4[2:3 &viv&v EQL_
Ready LM

iastart”J W reparts_for_web_12_20... I [X]Microsoft Excel - RP_G... B 11mam

Click: Save
Press Ctrl|=>»Home

Blank rows and unwanted data deleted from spreadshest.
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Exercise 4 (continued)

N c- - M " .
Step 4 To isolate specific areas of interest, goply the “Filter” option.
Sdect: Data=> Filter=>» AutoFilter
E3 Microsoft Excel - RP_GL42004GG.Hls - |ﬁl |5|
arial -0 - B Z U= B 2% 5, W - DA -
File  Edit ‘iew Insert Format Tools Data  Window  Help Type a question For help r - F X
i3 2 B = <
DeRHaSaagsly | & @< R R A P R T
A1 - A Src
[ A B | ¢ [ o [ E ] F [ e [ H ] | I J [ w [ L 3
1 [se vlfcct v |VendCu x|VendCux|Refldl  ~[Refln ;LRﬂ_nQ =|RfLn3  ~|Descripl=|Refld2 = |CkMNoill-|Sts =
(Al [640003 00014052 MELSON A00061210 7 1 1 0 exp acct 42034361 P
Ezﬂgtéﬂ;-)) 640003 00012614 BATES, CHOOOB1211 7 1 K "0 exp acct 042034360 F
ap G40003 00021057 TRIEBLE . DO0E1212 7 1 K "o exp acct ‘Dooo0oo04 P
ARD F4000=  ooo022as SUTTON,CO00E1213 7 1 F ] exp acct Doooooo04 P
Bo0021057 DAVID,CHB0OE1215 7 1 K "o exp acct fioonooond P
TO0011770 ALLEM BROOOE1217 7 1 " ] exp acct 42034360 P
g Too0z1057 BROCKWE DODE1218 7 1 " "o exp acct 42034361 P
9 |AP B4a0003 00014872 DYER WYILDOOE1221 7 1 K "o exp acct 042024361 F
10 AP B5z001 DO0025521 SwwalM HEDODE1225 7 1 " ] Reirnb. Ex 00010967 P
11 AP Ts2001 DO00D0737 ALLRED HFO00E1225 7 1 1 ] Reimb. Ex Bio001096E P
12 AP Fs2001 Booo2112= kKNox, RvB00E1227 T 1 F ] Reimb. Ex Boon1096E P
13 AP Baoo0s  Booo21057 EROOMEB00E1230 7 1 K "o exp acct B42034361 P
14 | AP B14004  DO0OOD406= MORRISODBNOOE1231 7 1 K ] blades, dri B42034367 P
15 | AP 514004  DODOD40BZ MORRISCTDO0E1232 7 1 [ "0 Elbow, Bu: 042034367 P
16 | AP Taoo03  DOO00S092 TRELOARDOOE1233 7 1 " "o exp acct 42034362 P
17 | AP B14004  TO000406Z MORRISODO0E1234 7 1 K "o PYC Pipe, 042034367 P
18 |AP 540003 O000G004 BRIDGES,DO061235 7 1 K "0 exp acct 042034360 F
19 AP B14004  DOOO040EZ MORRISODOOE1236 1 " ] Pressure T 42034367 P
0| AP B40003  MOO012138 REICHARIDIOOE1237 7 1 K "o exp acct 042034362 F
21 F1anna  finnnnans= nfinnR1238 " I "N Rerrntacle M47n343R7 P =
I KD vl
Draw = [3 | Autoshapes~ ™. “w [ O Al il < é < =gl .
Ready UM
§a5tart|“ Reports_For_web_lZ_ZU... I G 11:27 &M
Note: If youwould like to see the full view of each cdl, follow this procedure:
Highlight the entire worksheet and sdlect Format=» Column=>» AutoFit Selection.
Sdect the filter associated with Sour ce and choose the PO option.
Expected Arrows gppear in each column header cell. PO detail values are displayed.
Results:
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Exercise 4 (continued)

Step 5 Excd will goply thefilter and bring back only the data that meets that filter criterion.
_15]x]
il -0 - B I D= B % , 9% Sl dA -
[£] Ble Edt Yew Insert Format Tools Data  Window Help Type a questionforhelp =/ & X
3 2 B . m.
NERayg SBRY | 4BRE. I o- @ = -4 g @@ -3,
A3334 - #& PO
A EH C [ D [ E T F ] Zi
1 [Src > |Acct [w]WendCustld [=|vendCusthm ~|Refld1 ZLHean ZLPfLr_I
B334[F0__ 553202 000214694 |NEWPORT TIMBER LLC 000029435 2 1
5335 PO 553202 [D00D214694 | NEWFPORT TIMBER LLC Doo0029435 Fr2 11
0336/P0 Beae00 TO00Z30005  EVENT STREAMS 00000297 44 ] "
0337 PO B53R00 TO00Z30805  EVENT STREAMS ‘0000297 44 ] "
5338/P0 B15001 TO00017434  FLINT EQUIPMENT GO NG ‘0000030073 "4 "
2333/ P00 Bi1s0M TOO0017434  FLINT EQUIPMENT GO NG ‘honnnannz s ! "
2340/P0 HiIA0M TIOOO0M7434  FLINT EQUIRMENT GO NG ‘honnnannzs ] "
334 PO 553202 DO00131650  UMITED FORESTRY CONSULTANTS INC ‘Doo0030272 Fra2 11
5342 PO 553202 'DO00131650  UMITED FORESTRY CONSULTANTS INC fDoooo3nz72 A
05343/ P0 Bemm TO0MHES0  UNITED FORESTRY COMSULTANTS INC 0000030342 ] "
0344/ P0 BEI02 DOOMIHES0  UMITED FORESTRY COMSULTANTS ING 000030342 ] "
5345/ PO B5W00 TOO0004543  IBMW CORPORATION ‘Do00030555 " "
2346 PO BEWON TIOOOON4543  IBMW CORPORATION ‘honnnansss " "
2347 PO H15004  TIOOOON4543  IBMW CORPORATION ‘Donnnansss " "
3345 PO 515004 [O00DD4543 |IBM CORPORATION D000030555 1 "
5349 PO 515004 [DOD00D4543  |IBM CORPORATION ‘Dooo030sss l 1 M1
0o50/P0 B1401s TO0000S776  SOUTHERM STATES 0000030631 "3 "
5351 PO B14015 TO00009776  SOUTHERM STATES ‘000030631 ! "
5352/P0 BsI02 TOO0MO0RS7  TURK,GEORGE ‘000030653 " "
A3 PO, RA3on? Tnona14rad NNEIGEN] "1 I =
W4 b HSheetl iKY i 0]
Filker Mode UM
Note: Data maintains original spreadsheet linenumbers. It ispossibleto apply
another filter to thisexisting shest.
Expected Specific datais displayed.
Results:
Step 6 To return spreadsheet to unfiltered data,

Click on the active, blue arrow in the Sour ce cdl
Sdect: (All)

Expected Spreadsheet returns with dl origina unfiltered data.
Results:
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Exercise 4 (continued)

September 2004

Step 7 It is possible to create conditiond or “Custom” filters.

Expected Custom AutoFilter didog box is diplayed.

Results:

Click on the gray arrow beside Amount and select CUSTOM

Step 8 From the drop down menu,

Amount: is greater than=>Tab=>»50000

Custom AutoFilter ﬂil

Shiow rows where:

Arnount

| |sooo00] d

Iis greater than

|Jse ? ko represent any single characker
Use * ko represent any series of characters

(0] 4 I Cancel

Click: OK

Expected Transactions that have an amount of greater than $50,000 are returned.

Results:
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Exercise 4 (continued)

Step 9 Y our screen displays rows of data with amounts greater than $50,000. It is possible to
filter afilter. To show a specific source type with records greater than $50,000,
perform a second filter.

Click on the gray arrow beside Source and select AP

F Microsoft Excel - RP_GL42004GG.xls =151 ]
arial S0 - B I U0 EESEE=EES %, WSEE LA AL
File Edit Yiew Insert Format Tools Data  Window Help Type & question farhelp =/ & X

3 #a %A d@ vl @3 | ¥#Reply with Changes... End Review.., E .

DEEHSt @BRY| & BE-C| 0. o . =8 5 @ -3,
AB334 v # PO
Al B [ ¢ ] D | E [ F [ 3
| 1 Src w|Acct »|VendCustld »|VendCusthm ~|Refdt ;Lﬂean ;LRﬂ_r_
AP 713100 'DO00009839 | SUN TRUST BANK 006157 1 1 1
AP 71100 TO00009E39  SUN TRUST BANK Do0E1571 -

]

wlw
P ca| | —
Bl =

[T]
m
Ex
m

[
fijl
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57}

[
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=
[

]
m
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[Ts]
fui]
m
[=]

©
il
&

[T]
m
m
i8]

[
o
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o

[
fug]
™
=

]
i
]
iyl

]
fii]
[l
@

[re)
il
iyl
=i

9561 E
W 4 ¢ m[ySheetl {Sheetz § Sheets »

Draw ~ % AutoShapes = ™S, w [ ] O 4{ 2:

2 of 9542 records found UM

Note: Amount and Sourcefilters are active

Expected Source documents from AP with amounts greater than $50,000 display.
Results:
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Exercise 4 (continued)

Step 10

To return to the origina spreadsheet AutoFilter must be turned off. There aretwo
methods for this:

1. Click ontheblue or active arrow, and sdect All from the menu.

2. Data=>Filter=» AutoFilter — check mark signifies on, sdlecting again toggles
AutoFilter off.

~lslx]
arial -0 - B IO B %, e A
@ File Edit W¥iew Insert Format  Tools Data  Window Help Type aquestionforhelp |+ 2 & X
i 4 S g - E.
NEHesg SBRY iR @ = -2l @ -,
AFIE4 - A PO
Al B ] C | D | E [ F ] CZi
| 1 |Src |Acct WendCustld  |WendCusthm Refld1 Refln  RfLniz
| 2 |AP 640003 0000140538  NELSON WILLIAM R JR 00061210 1 1
| 3 |AP 540003 00001261458 | BATES CHARLES A 00081211 1 1
| 4 |AP 540003 0000210577 TRIBBLE JACK 00061212 1 1
| 5 |AP 640003 0000022836  SUTTON,CHAD 00061213 1 1
| 6 |AP 540003 0000210575 | DAWID, CHAD 00061215 1 1
| 7 |AP B40003 0000117705 | ALLEM,BRIAN 00061217 1 1
| 8 |AP  B40003 0000210571 | BROOME PHILIP J 00061219 1 1
| 9 |AP 540003 0000145732 |DYERWWILLIAM A 00051221 1 1
| 10 |AP  B52001 0000285215 | SWAIN KEN 00061226 1 1
| 11 |AP 652001 0000007377 ALLRED HJAMES SR 00061226 1 1
| 12 |AP 652001 0000211232 KNOXIRVING 00061227 1 1
| 13 |AP 540003 0000210571 | BROOME PHILIP J 00061230 1 1
| 14 |AP B14004 0000040634  MORRISONS HOME CENTER INC 00061231 1 1
| 15 |AP 614004 0000040634  MORRISONS HOME CENTER INC 00061232 1 1
| 16 |AP 640003 0000080993 | TRELOAR GRAEME 00061233 1 1
| 17 |AP 514004 00000406834  MORRISONS HOME CENTER INC 00061234 1 1
| 18 |AP 640003 0000060042  |BRIDGES,GERRY B 00061235 1 1
| 19 |AP 614004 0000040634  MORRISOMNS HOME CENTER INC 00061236 1 1
| 20 |AP B40003 0000121358  REICHARD AARON 00061237 1 1
bl Ri4nnd 0000040534 O NNnR12>38 1 1Jﬂ
W 4 » M[\Sheetl KD o
Draw = Lz | Autoshapes= . s [ O 4[ g
Ready LI

Expected Entire spreadsheet data is restored.
Results:
Exercise completed.
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Exercise 5 - Pivot Tables

Scenario: A pivot table will be created within the existing spreadsheet. The Pivot Table Wizard is
the tool used to summarize specific datain an entirdly different formeat.
Step 1 Continuing with the oreadsheet XX_GL 42004GG.xls:
For later verification it is necessary to record the last row of data.
Click: Ctrl + End
Record row number
Click: Ctrl + Home
Expected Thelast cdll is selected.
Results:
Step 2 To open the PivotTable Wizard,
Sdect: Data=» Pivot Table and PivotChart Report
Expected Step 1 of the PivotTable Wizard displays.
Results:
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Exercise 5 (continued)

Step 3 It is necessary to identify what type of datawill be used in the Fivot Table.
Since the spreadshet isthe list used, the default in Step 1 should be selected.

Sdlect: Microsoft Excedl list or database

Click: Next

Fd Microsoft Excel - RP_GL42004GG.xls 1= ]
o o e su|S==@|6%, walEE|l- oA,
@ File Edt Wiew Insert Format  Tools  Data  Windaw  Help Typeagquestionforhelp = 2 & X

i o e ﬁ@ W) (3 | weReply with Changes... End Review... . SfFH .
DEHSB SBERY|4 BE-|o-c-|@ = -2 5| m@oe

Al - A Sro

Al B8 | ¢ ] D [ E [ [ &g
Src lAcct “WendCustld  WendCusthim Refld1 Refln |
I e R T SN iy ot Table and PivotChart Wizard - Step 1 of 3 2%
AP RaoomE D000 2E14 BAT )
AP R Toon2i0s77  TRIE W“e;.f

AP 540003 DOOO022836  |SUN
AP G003 DO00210575 | DAY
AP B4ooo3 TO00117705  ALL
AP B4o003 DO00210571 BRG
AP B40003 TOO0145732  DYE
AP BEn Tooneeszis Sw
AP BEn TO0000vETT AL
et BOOn211232 kN
AP [B40003 DOO0Z10571 | BR(
AP 514004 DOOO040B34 (MO
AP B14004  TO00040634 MO
AP B4o003 DO000G09E3  TRE
AP B14004  TO00040E34 MO
AP Raoons TOOO0eON4z - BRI

i Multiple consolidation ranges
" Another PivotTable report of PivotChart report

What kind of repart do you want to create?
&+ PivotTable
" PivotChart report {with PivotTable report)

b T I B T B B B I B B B B £

e e ~
b >
o

0 O O A I A I R =

AP 514004 DOO0040B34 MO [2) Cancel < Back Mext » I Finish

AP B40003 DO0D121358  REN | | - = |

P FRianna _T000n4nR34  MORRISONS HOME CENTER INC 'NNNR1 737 " =
W 4+ W[\Sheetl {Sheetz / Sheets 14
Draw = i | AutoShapes= . s [ | (0 4 g% £
Ready

M
ffistart || @jReports for_weh 12 20... |[[EMicrosoft Excel - RP_G... [Simbio - Microsoit outlonic R 121em

Expected Step 2 of PivotTable Wizard displays.
Results:
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Step 4

Expected
Results:

If you recorded the last row of data in the spreadsheet, the Wizard range should match.

The datarangeis $A$1: $AB3$9543. (Range will vary from report to report.)

Note: If thisrangeisnot displayed, modifications must be

Click: Next

made at this step.

SEIE
[ T | - B Hls %, -
@ File Edit W¥iew Insert Format  Tools Data  Window Help Type aquestionforhelp |+ 2 & X
ta fa Ya -ﬁ& Wy (5 | weReply with changes... End Review... . SfFH .
NEHSBSBRY|sBR-F|o-c-|@ -2 5| M@
Al - # Src
Al B | C | 1] | E | F | 03‘
Src lAcct “WendCustld  WendCusthim Refld! efln ni=
AP 40003 000140536  |NELSONMWILLIAM R JR hong1210
AP 540003 DOO0126145 |BATES CHARLES A ‘DooB1211
AP 540003 DO00210577 | TRIBBLE JACK Doog1212
AP B40003 TOO00Z2636  SUTTOM,CHAD Do061213
AP B40003 DO00210575  DAYID,CHAD Doo61215
AP B40003 TO00117705  ALLEN BRIAM o0& 1217
AP B40003 000210571 ZIMSISUIN ;. ot Table and PivotChart Wizard - Step 2 x|

AP R4 TOO0M48732 DYER WL

= Bso001  BODORES2 1S SWWAIN KE ‘Where is the data that you wank to use?
AP 52001 DOO0007377 | ALLRED - Range:

Be2001 DO00211232 | KNOXIRY

Browse. .. |

AP B4O003 DOO0210571  BROOME, ()] cocel | <pack | [ met> | Esn |

AP B14004  TO00040534  MORRISO

e e =
i
o

AP 514004 DODO0M0E34 MORRISONS HOME CENTER INC DooE1232

AP Raoons TOOO0AN99E  TRELOAR GRAEME D005 1233

AP 14004 D000040R34  MORRISONS HOME CENTER INC o0R1234

AP 540003 DOO00B0042 | BRIDGES,GERRY B D00B1235

AP 514004 DOO0O040B34 | MORRISONS HOME CENTER INC Do0E1236
|20 ;4P Ba0005 DOD0M21388  REICHARD AARON TDoog1237

AP Franna _T000040E34  MORRISONS HOME CENTER [N TnnR1 73R
W 4 » W\Sheetl {Sheetz / Sheets 14

Draw+ [+ | dutoShapes= . w [ (0 <165

S-Ld-A-E=50a.

AN T B I e B S B B B e B S L B B B 5

10 O O Y N =

e

Paint

iastart”J Raports_fur_web_lz_zu‘.. I [X]Microsoft Excel - RP_G... Inbux - Microsoft Outlook

Step 3 of PivotTable Wizard displays.

R 1znzem
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Exercise 5 (continued)

September 2004

Step 5 The Wizard asks what you want to do with the newly created Pivot Table.

Sdect: New wor ksheset

Click: Finish

AP B40003  DO00210575
AP B40003  DO00117705
AP B4oooz  Do00210571
AP R4 ioon 45732
AP BEan Toonzeszis
AP [B52001 'DO00007377
Bs2001  Dooo211232
AP B4o0o3  DO00210571
AP B14004  DO00040534
AP B14004  DO00040534

151
Blu% Bs %, @3 LoD A -
[£] FBle Edt Yew Insert Format  Tools Help Type aquestionforhelp =2 & X
383 % A.& ¥ W g | weReply with Changes... EndReview... . [ .
hedasn &S8R Y Jﬂhtﬁvn-m-@@z-ﬂ,g W [ 00w - @),
Al - # Src
Al B | c [ ] [ E | F | Cj
Src lAcct “WendCustld  WendCusthim Refld! Refln ni=
AP RAOOME TIOO0M40536  NELSON MWILLIAM R JR ‘hons1210 "
AP 540003 DOO0126145 |BATES CHARLES A ‘DooB1211 r
AP Baoooz 000210577 TRIBRIFLLACK finnR1212 1
AP 4003 000022005 21x

Where do you want to put the PivotTable report?

% Mew worksheet
™ Existing worksheet
EY

Click. Finish o create your PivotTable repart.

e e =
b >
o

A e R e e e e e e I Eot

Ready

Draw+ [+ | dutoShapes= . w [ (0 <165 S AS

iastart”J Raports_fur_web_lz_zu‘.. I [X]Microsoft Excel - RP_G... Inbux - Microsoft Outlook

10 0 I I =

AP R iononenees

AP Braoos Poooodcess D) gptons., | Concel | <ok | wer- |

AP B4oo03 TO000RO04Z  BRIDGES GERRT B e T 255

AP B14004 0000040634 | MORRISONS HOME CENTER INC 0061236

AP 540003 DO00121388 | REICHARD AARON TDoog1237

=) Franna _0n0n4nR=E4 MORERISONS HOME CENTER [MC TnnR1 73R b
W 4 » W\Sheetl {Sheetz / Sheets 14

EBal.

R 1zazem

Note: Thetableisnow a new spreadsheet page, Sheet 4

Expected PivotTable Wizard is complete and a new spreadsheet page is crested.

Results:
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Exercise 5 (continued)

Step 6 Pivot Table congruction begins. Firdt, define which column headers will become rows,
columns, and dataiin the Pivot Table.

The Fidd buttons on the right represent the column headers in the Soreadshest.

B Microsoft Excel - RP_GL42004GG.xls =151 ]
Al - B 7 UESEES %, WHEE DA
File Edit View Insert Format  Tools  Data  Window Help Type a question for help =2 & X

3 #a %A ﬁ@ v ¢3) | Y#Reply with Changes... End Review... E .

DEES" @BRAY & BR-F o o |@ =8 3| mego -7,
A3 hd #

4 | 8B [ ¢ | b | E [ F | G | HT PivotTableFieldList v x
; | I— Crag items to the PivotTable report
3 = =
4 =
5 - | VendCustid
% ] ¥endCusthm
_8 = Refldi
g H=LCi
10 ~E{RfLn2 [
1 = RfLN3
g - | Description
W o= Refld2
? =] CkMo/IDate
15 -] 5ts
17 E| InvoicelD -
18 o
19 ~| [ada7o] [row area [+]
M 4 b di[\Sheetd  Shestt f Sheetz / Sheetd / Kl 13|

|
Draw~ [3 [Autoshapes= ™ W O E 4 2 0 @ d-LE-A-S =20 @ .

PiwotTable ~ ﬂm ’E @E ! ﬁ %‘

Ready LM

Click and drag, ORG to PAGE area

Click and drag, FUND to PAGE area
Click and drag, PROGRAM to PAGE area
Click and drag, PROJECT to PAGE area

It isaso possible to highlight Header buttons and move them using the ADD TO button
and selected fields.

Expected The pivot tableisin process.
Results:
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Exercise 5 (continued)

Step 7 These four headers are now filters and can be used to manipulate the pivot table data

E3 Microsoft Excel - RP_GL42004G6.1ls =18l
teial -0 -|B IO B s %, %3¢ EERRC R W

@ File Edit W¥iew Insert Format  Tools Data  Window Help Type aquestionforhelp |+ 2 & X
{2 %a a -ﬁ& ¥ W g | weReply with Changes... EndReview... . [ .
DEedast SERY | BRI | vyo-|@ -5 5] gmn%-v

AR - =
A B c | o [ E | F [ & H T PivotTable Field List %
1 Oy A - I— Drag items b the PivotTable report
2 [Fund e
3 Prog (Al - 5] PymkactgDt =
4 Project (AN - - | PymtCrelDt
5 - =] Fund
<] Drop Calumn Fields Here
= ~F org
= o ~={Prog
I % = CFDA
| 10| ) -] Project
% Q -] Subdl
e o | Drop Data ltems Here S
|15 | % ] Amount
e o =t
17 I Per =
g o =
1B @ ~| [EddTe | [age area [+]
W 4 ¥ MW[\Sheets {Sheetl f shestz / shects /. LUJ

(%

Draw ~ % AutoShapes = ™S, w [ ] O 4{ 2:

Ready LI

Expected Pivot Table displays.
Results:
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Exercise 5 (continued)

Step 8 To continue with this pivot table we will move two more headers into the table.

With the PivotTable open it is possible to modify the existing results. In this case you
are going to increase the amount of information that will be displayed.

Click and drag, SUBCL ASS to the ROW area
Click and drag, AMOUNT to the DATA area

B Microsoft Excel - RP_GL42004GG.xls =151 ]
avial Jwod|B 7 U|ESEEE|S % BBEE|E-DA-
File Edit View Insert Format  Tools  Data  Window Help Type a question for help =2 & X

{2 #a ¥a ﬁ@ 7 W =) | weReply with Changes... End Review... | [ .
DERS8 GBRY & RR-|o-c (@ =8 3|l -0,

AR - # Surn of Arnount
A B © | b | E | F | T pivotTable FieldList %
1 Org (Al R | Drag items to the PivotTable report
2 [Fund (ATl -
3 Prog )] - ] PymActaDt =
4 |Project LAl bl - [ PymkCnclDE
5 =] Fund
B |Sum of Amount Eorg
7 SubCl | Total
| B [300 37756764 ~[EProg
EEREL) B50451.22 - [ “FDA
| 10 |302 33871 67 ~ (| Project
| 11303 172618 = subcl
12 304 549390.5 =
13 308 0B948.53
14 |306 22480.46) =kl
| 15 307 10966.05 5 Emeunt
| 16 |308 B597 .67 =Ll
17 1312 399219 95 | Per =
18 | Grand Tatal SE78450.78 e
ﬂ - l add To ; |Data Area |'|
W 4 + w[\Sheetd {Sheetl f Sheetz # Sheetd / 4] HJJ

|
Draw~ [3 [Autoshapes= ™ W O E 4 2 0 @ d-LE-A-S =20 @ .
PiwotTable ~ ﬂm =

Ready LM

Expected Each subclass and the corresponding dollar amount are displayed.
Results:
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Exercise 5 (continued)

Step 9 It is possible to rename the spreadsheet pages by double clicking on the bottom tabs
and insarting the information.
i3]
Arial -0 - B IO = s b % A
File Edit ‘iew Insert Format Tools Dats  Window Help Type a question for help =/ @ X
ia ¢a Ya uﬁ@ L5 ¢3) | Y#Reply with Changes... End Review... E .
DEHSE SBRY|sRB-F|o-o-|@ x4 3| M@ |7,
AR - A Surm of Amount
A B C | D | E | F | T pivotTable Field List v x
1 Org (Al R | Drag items to the PivotTable report
2 Fund (Al =
3 Prog )] - ] PymActaDt =
4 Project LAl - -] PymtCnciDt
|5 - Fund
B Sum of Amount o
7 SubCl <[ Total Elora
| B [300 37756764 ~[EProg
ERELD B50431.22 - £ CFDA
10 302 33671 67 - Project
11303 172515 £ subcl
12 |304 543390 5
Ll ) =l
13 305 56948.53 i
| 14306 22480.48 -B
| 15 307 10966.05 5 Emeunt
16 308 5597 57 =1
17 1312 335219 95 frer —
15 |Grand Total EB7R4AN 76 -
~| [add7o ] [pata ares [~
W 4 b b[\NPIVOT { Sheetl [ Sheet2 Neet3 / | HJJ
Draw = L3 | Autoshapes= . s [ Q) b F-A-S Ena.
PivotTable - | 21 Gl == %5 ¢ ﬁ %.
Ready CAPS UM
Expected The sheets have been renamed for your convenience.
Results:
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Step 10

Expected

To usethefilters,

Select: Org, choose 4201100280 and click: OK

E2 Microsoft Excel - RP_GL42004GG.xls (=]l
B I U > W2 S B-A-

] e Edt Yew [sert Fomat Jools Data  Window Help Type aquestion For help (=) 2 @ X
t3 #a %a d.ﬁ [7) B 2 | ¥éReply with Changes, .. End Review... | iR .

NSRS SERY $mR-T|o- &= 8 1| @ -,
AG ~ £ Surm of Amount
A I B [ C [ © [ E [ F [ 7 PivotTableField List - x

1 |Org lianm ~l | Drag items to the PivotTable report

2 [Fund i —

3 |Prog - 4201100270 [ PymiActqDt =
| 4 Project | seniioner 5] PymtCrclt

El - Fund
| B |Sum of Amount - 4201100261 =
| 7 |SubCl 5] 4201100340 8o
| & (300 - 4201100350 ‘E Prog
| 9 [3m 4201200279 =R
| 10302 4203100201 -E| Project
(171|303 - 4203100202 -5 subtcl

12 304 4203100208 =
| 12] “E8Y
| 13 |305 K I Cancel .
| 14 306 Z g=)
| 15307 10965.05] 5 Smong
| 16 |308 6597 67| =1a

17 |312 399219.96) [ Per =
| 18 |Grand Total SE78450. 78]
53]

H 4+ MNPIVOT { Sheetl [ Sheetz £ Shests [«

Draw~ |3 | Adtoshapes~ . [ (O [Z] 4] 2 B2 A
EivotTable~ | # il | =

Ready CAPS WUM

ighstart || EJReports for_web 12 20... |[EMicrosoft Excel - RP_G... [Ginbox - Micrasaft utiaok RWE 1z

e
Arial <0 - B I U B % 5 W% LB A

(] Fle Edt Yiew [nsert Fomat  Jools Data  Window Help Type aquestion For help (=) 2 @ X
{2 #a Pa (Tl | @ ¥ ¢ | weReply with Changes... EndReview,. . :[EH .

NERSE|SBRY|smB- (oo |@ =48 |a@o: -3,

Al - Fe Surn of Amount
A B C | D | E | F | PivotTable Field List %

1 |Org 4201100280 = 7| Dragitems tathe PivotTable report

2 [Fund (Al ~

3 |Prog (Al - -] PymtActaDt B
| 4 |Project (Al hd - ] PymtCrelt

El - Fund

B JSum of Amount =

7 |SubCl ~|[Total B0
| 8 [300 3258295 (| Prog
ERE 1362.89 £ cFoa
| 10 |302 4 [ Project

11312 8300 = subt

12 |Grand Tatal 42286 84| ELS
|13 AT

14 =]
B £] Amount
16 Ely
17| E|Per |
|18 |
119

H 4+ MNPIVOT { Sheetl [ Sheetz £ Sheets [Kll}

Draw~ [ | Autoshapes~ N W [ O B 4l 2 (8] & -
EwvotTable~ | £ (il

Ready CAPS UM

It is possible to breek this information down further.

Double Click: Grand Tota column on the Sum of AMOUNT

Results:

i#histart ||| EJreports for_web_t2 20... |[[RIMicrosoft Excel - RP_G... [Slinkox - Micrasoft Cutiack RWd  1zamem

Specific information is digplayed and available for further manipulation.
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5] x]
Arial -0 - B IO B %, WY LA
File Edit VYiew Insert Format Tools  Daks  Window Help Type aquestionforhelp |+ 2 & X
| @ | ﬁ.& | % gj ¥#Reply with Changes... End Review... _ E
DEESE SBRY| 4§ 2R-I| oo gzvﬂg W[ -3,
D5 - # INTERNAL REVENUE SERVICE-WITHHOLDINGS
Al s [ | D [ E [ F 1 [ HT] T
1 | Src Acct  VendCustld WYendCustNm Refld1 RefLn RfLnz RfLn3 [
2 [LD 510001 LOOE219426 s T 1 T 0
3 [LD 510001 LO0Z207781 "Bs T 1 T
4 [LD 510001 LO02 166742 e T 1 T
5 |~P 514002 Honnnnngsn INTERNAL REVENUE SERVICEWITHHOLDINGS __ INNNA2934 "1 e T
£ [AP 514001 DOOONNNESD INTERMAL REVENUE SERVICEWITHHOLDINGS  NNNA2934 "1 s T
7 |AP 515001 DO00000GE4 |EMPLOYEES RETIREMENT SYSTEM 0062933 "1 I3 Tuo
8 |AP 516001 DOD0DO0GYS |STATE HEALTH BEMEFIT PLAN Toos2932 "1 '3 Tuo
9 [AP 516001 DO00000GIS | STATE HEALTH BEMEFIT PLAN 0062393 "1 a3 T o L
10 AP 514002 'DO00000GSD |INTERMAL REVENUE SERVICE-WITHHOLDINGS 0062392 "1 T T o Ln
11 |AP 514001 DO00000EAD |INTERMAL REVENUE SERVICE-WITHHOLDINGS 0052392 "1 s T o Ln
12 [P 515001 Donnnnngss  EMPLOYEES RETIREMENT 5 STEM MnnE2391 -
13 [P 518001 DONNNNNESS | STATE HEALTH BEMEFIT PLAN inng 1594 "1 T3 o
14 |AP 514002 DO00000BI0 |INTERNAL REVENUE SERWICE-WITHHOLDINGS  DODG1593 "1 s [0 ln
15 |AP 514001 DO00D00BY0 |INTERNAL REVENUE SERWICE-WITHHOLDINGS  D0DG1593 "1 s T 0 Lin-d
16 |AP 515001 DO00000GG4 EMPLOYEES RETIREMENT SYSTEM 0061592 "1 a3 T e
17 [P0 519001 'D000004794 XERDK CORPORATION 0000312682 T T T e
18 [P0 519001 0000004794 XERDK CORPORATION 000031282 T T T e
19 AP 519001 Donnnn4za4 KERDH CORPORATION MnnE3321 T T T e
20 AP B15200 000023290 | IMFIMITE ENERGY INC MNNE3 145 " Tl e
21 AP F17001 PoNN2as4R (FIEET FLIEL M finnRoa45 ra i rn J;l
M 4 + M[\Sheet5 {PIVOT f Sheetl f SheetZ 4 Sheet3 >
Draw - [ | Auted O E 4l < 8 A~ ERg.
Ready CAPS UM
Sheset 5 is created with new data containing
complete Organization information.
Each document attached to this location is digolayed for additiona information.
This new worksheet can now be sorted and filtered if necessary.
Expected Specific information is displayed and available for further manipulation.
Results:
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Exercise 5 (continued)

Step 12

The exigting pivot table can be modified further,

Sdlect the pivot table tab, Sdlect: ALL at organization
Click and drag, ACCOUNT to the ROW area

i1
Arial 0B I T T s d % -
File Edit VYiew Insert Format Tools  Daks  Window Help Type aquestionforhelp |+ 2 & X
3 #a %A ﬁ@ v ¢3) | Y#Reply with Changes... End Review... E .
DSt SBRAY | BRI o-o-|@ -4 4 @ -0,
B12 - A 514001
A B C o | E [ F | 3 PivotTable Field List %
1 Org (Al = Drag items to the PivotTable report
2 Fund (Al -
3 Prog Al - = 3re 15
4 |Project AL - -] Ak
% 5 i ; - [ ¥endCustld
LI o moun
7 [SubCl ~[Bcet_=[Total £ vendcusthim
IERED 510001 | 2701753.22 -5 Refld1
EN 510002 21145.41 -~ Refln =
| 10| 510003 1867.03 ~E{RfLn2
11 s13001 | 11273583 = Ritna
12 Ela001 | 155691.36 - = Desaistion
| 13| 014002 38046.39 e
14 515001 | 281635.18 i=ky
115 516001 | 35694745 £ Citiof1Date
| 16 | 520001 105105 -] 5ts
17 522001 9455 - InvaicelD -
18 300 Total 37758764
| 19 301 [612001 301962 ~| [FddTa ] [Row area [=]
W 4+ mf\ SheetS S PIVOT { Sheetl £ Sheetz # Sheetd | 4| ﬂJJ

|
Draw= [ mgoshapes= > s 1O E A4l 8@ d-Z-A-==T 00,

PiwotTable ~ ﬂm EE ‘}E ! ﬁ %‘

Ready CAPS LM

Expected Specific information is displayed and available for further manipulation.
Results:

Step 13 Close Excel and Document Direct.

Expected Excel and Document Direct are closed.

Results:

Exercise completed.
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D. Summary and Review

September 2004

Activity Materials
AR
LECTURE GUIDE

b

REVIEW

Objectives Review:

1. Request an SQR report

2. Use Document Direct to run an SQR report to an Excel spreadshest

3. Manipulate spreadshest data

Discuss the following questions:

1. How isan SOR report requested?
2. How is AutoFilter activated? Deactivated?
3. What/Who isthe Pivot Table Wizard?

PHOENIX - STATE OF GEORGIA
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Run-only Queries

A. Introduction

Introduction to Run-only Queries

Welcome to the Introduction to Run-only Queries. This section contains the tools
needed to learn al the concepts and proceduresinvolved in an overview of Run-only
Queries.

Goal To have the skills and knowledge necessary to process run-only queries and to transfer
that information into an Excd spreadshest.

Participant
Objectives At the end of this module you will be adleto...

Run queriesto alistbox

Run queriesto an Excd spreadshect

Run queriesto Excd and use VLOOKUP
Manipul ate spreadsheet data

A owbdpE

Prerequisites
1. Currently using a least one Phoenix module
2. Badc knowledge of Excd

PHOENIX - STATE OF GEORGIA SECTION 2: RUN-ONLY QUERIES 2-1
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B. Concepts

Read and discuss the following:

Queries- Query isaPeopleSoft tool that alows you to extract information from the database. The
query results can be viewed online, sent to a Crystal Report for output or to Exce for further

manipulation.

Run Only Queries— Run only queries are queries that have been devel oped by the Financid System
team. Queries can be run by anyone who has security access to the Run-Only Query function.

If you do not have access to the Run-Only Query function, arequest must be gpproved by your Agency
Security Officer and forwarded to the Phoenix Security Team.

Descriptions of available queries can be found on the Phoenix webste.
http://phoenix.gagta.com/

Once on the webgite, use the following path to locate the list of queries:

Sdect: Fnancids

Select: Module (specific)
Select: Queries

Click on: Ligt or theavalablelink

Naming Conventions — The queries use the following naming convention:

Position 1 = 0 (zero) — PeopleTools Query will sort to the top of the list of
public queries.
Positions 2 and 3 = module identifier in CAPS (examples: AM, AP, AR,
BD, GL, PC, PO).
Positions 4 through 6 — al numeric (001 through 999)
Position 7 = _ (underscore)
All other positions are used to describe the query.
Example 0PO029_UnDispatched Pos by BU

Browsethe ligt of queries beginning with zero and the gppropriate module identifier. Select aquery
based on the description. A list of detailed descriptions can be found on the Phoenix web Ste.

Public Queries— All queriesthat begin with a zero can be sdected and run at any time. Queriesthat
begin with anything other than a zer o are Developmental Queriesand should not be selected.
Typicdly they are required to run in an overnight process or they can become "run away" queries.

2-2 SECTION 2: RUN-ONLY QUERIES PHOENIX - STATE OF GEORGIA
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C. Exercises

Exercise 1 — Run-Only Queries

Scenario:  The purpose of this exerciseisto show you some of the detail that underlies selecting and
running queries.

Step 1 Logon to PeopleSoft, if necessary.

Expected The PeopleSoft window displays.
Results:

Step 2 Click: View=>» Navigator Display=> Query

Loy il

File Edit Yew Go Favorites Use Repork Help

Bl&lex| BlaE| EE == Sle|[E G2l FHrls ||
Marne ;I

E%DPOD 13FY_outstnd_Encum_thru_FY
@DPOD13GL_Outstand_Encumb_by_Bu
&50r0013v_outstnd_Encumb_by_vndr
&50P0013_Outstand_Encumb_by_BU
@DPOD 14GL_Outstand_Encumb_by_PO
&30P0014_Outstand_Encumb_by_PO
Z30P0015_PreEncumb_Detal_by_BU
2300016 _PreEncumb_Detal_by Req |
@DPOD 17E_Oukstnd_PreEncumb_GL
@DPOD 17 _outstnd_PreEncum_by_BU
%DPOD 18 _outstnd_PreEncum_by_Req
%}DPOD 19y _Po_Lisk_by_Wendor
Z30rP0019_PO_List_by_Bus_Unit
g}DPODZD?Req?Listfbnyustnit
@UF‘OUZ 1_RFQ_List_by_Bus_Unit
@UPOU22_PO's_w,l’o_Encum_ReversaI
25DPODZS_REEaiver_Line_DtI_hy_PO
@DPOD24_Overdue_POs_by_Buyer
@DPOD2SB_ACct_waeriod_&_Descr
g}DPODZS_Acct_Posted_to_GL_by_PO
@DPOD26_Compl,l’Can_PO's_w,l’Encumb
%DPODZ?_PO_\-'chr_Pymnt_XReF

> Dispatched U
@DPODaofunnpprovedjeqsfbyju

@UPOUElfunBCMedeequnyu -

|FrTRMF [
Expected Query window displays.
Results:
PHOENIX - STATE OF GEORGIA SECTION 2: RUN-ONLY QUERIES 2-3
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Step 3 Scroll until you see 0PO029 UnDispatched POs by BU, then double dlick.

Enter or sdlect the following:
Business Unit: 42000

Click: OK

Expected The sdlected query results run.

Results:

Step 4 The following query information displays to your monitor:

File Edit “ew Go Favorites Use Report

Help

=l x|

8| &8 x| 'aaE]=|

G| & ==

2= [2 c|2] =lv|#le]]

results.

Expected Sdected query runs and result is displayed.

Results:

Mame Vendor BCM Status
-g%DPODISFY_Outstnd_Encum_thru_F\r’
&¥0Pon136L_outstand_Encumb_by _BL 42000 (001 |000000O003  |S00000M00S | 1999-08-31  |[Initial walid
Z30P0013Y_Outstnd_Encumb_by_indr 42000 [001  |00O0D00O0G | 0OOOODODE! | 2000-01-11 | Appraved walid
&30P0013_Outstand_Encumb_by_BU 42000 [O01  |00O0000007 | 00OOODOOFD | 20000126 | Appraved walid
23 0PoD14aL_outstand_Encumb_by_PO 42000 (001 |00O0D0000S | 500000103 | 2000-08-28 | Appraved walid
Z30P0014_Outstand_Encmb_by_PO 42000 [O01  |5000002000 | 5000001013 |2001-07-16 | Appraved walid
F30P00L5_PreEncumb,_Detal_by_BU 4200|001 |5000006001 | 00ODODOOBE | 2001-07-16 | Open el Chica
Z30P0016_PreEncumb_Detal by Req | | 42000 [001 'so000oson2 |oooaooooss [2001-07-16 [ dpen het Chica
Epcpo0175 outsind pretnamd_GL oW 5 m oo m e T
e e i N 42000 [0 5000008005 |000000008S | 2001 07 16 OEZ: Mot Chicd
0PO015_COutstnd_PreE by_R =
gopomg\: :Os:_ t_bre \Tc”rd"- LR 42000 |O01 | 500000006 | 00OOODOOSS | 2001-07-16 | Open Mot Chid
% S s 42000 [001  |5000006007 |00000000BE  |2001-07-16  |Open Mot Chid
#0PO0LS_PO _List_by_Bus_Unit 42000 |01 |S00D00GO0G | 0ODOODOOGE | 20010716 | Open Mot Chid
85DPODZU—REq—'—'_St—bV—BUS—””'_t 42000 001 |5000005009 |0000DDO0SS |2001-07-16 | Open Mot Chiced
Zyoponz1_RFQ_List_by_Bus_Unk 42000 (001 [S000006010 | 00OOODOOBS | 2001-07-16 | Open Mot Chicd
3 0Po0zz_PO's_wjo_Encum_Reversal 42000 {001 Z000006011 | 00000000SE | 2001-07-16 | Open Met Chk'd
&3 0P00Z3 _Receiver_Line_DHl_by_PO 42000 {001 5000005012 | 0000000038 |2001-07-16 | Open Mot Chik'd
30P0024_Overdue_POs_by_Buyer 42000 [001  |S000006013  |0000000088 | 20010716 | Open Mot Chiel
Z30PO02Z5E_Acct_wjPeriod_k_Descr 42000 (001 |500000B014 | 00ODODOOSS | 2001-07-16 | Open Mot Chicd
&30Po0zs_acct_Posted_to_GL_by_PO 4200|001 |5000006015 | 000DODOOBE | 2001-07-16 | Open Mot Chk'el
&3 0PONZ6_CompliCan_PO's_wiEncurb 42000 (001 |S00000G016 | 00ODODOOBE | 2001-07-16 | Open Mot Chic'd
F30PC027_PO_tichr_Pymnt_xRaf 42000 (001 [S000006017 | 00OOODOOBS | 2001-07-16 | Open Mot Chicd
Z0P0026_Uinappraved_POs by EU 4200|001 |500000B01E | DOODODOOES | 2001-07-16 | Open Mot Chicd
42000 [001 |500000B019 | 00ODODOOSS | 2001-07-16 | Open Mot Chicd
T30P0030, Unagproved.egs by U 42000 [001  |500000B020 | 00ODODOOSS | 20010716 |Open Nat Chic
F30p0031_UnBCMed_Rogs.by_BU 42000 (001 |500000B021 | 00ODODOOSS | 2001-07-16 | Open Mot Chicd
[ gontpies b ~| {42000 (001 |so0o00B022 [D0ODODOOGE  |2001-07-16 | Cpen Mot Chicd d
4 | 4] »
|FrTRIZ [ [

Theleft-hand pane displays the query names and the right-hand panel shows the
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Exercise 1 (continued)

SEPTEMBER 2004

Step 5 From this screen data can be sorted by one column.

Click: Yendor

button from header row.

Click Vendor button again to return to origina sort.

Expected Modified sort results are displayed.

Results:

Exercise completed.
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Exercise 2 — Running Queriesto an Excel Spreadsheet

Scenario:  The purpose of this exercise isto define the procedure used to move data from the query
pand to a spreadshest.

Step 1 In the Query pand, Right click on query OPO029 UnDispatched POs by BU.

Coey il

File Edit VYiew Go Favortes Use Repaort Help

Bl&(#x| '5EE] GE == S [E =] vl ]|

Hame: o PO Vendor PO Date BCM Status =
%ODZ?_PO_Vchr_Pymnt_xReF 42000 |001 | 000000000 |so00001m13 |1 -17 Yalid
&yopon2s_UnApproved POs_by Bl 0000000003 | 5000001005 |1993-08-31 | Initisl Yalid
Lannnn Tane— [opooooooos  [oooooooost |2000-01-11 [ Approved Walie
&¥0PON3N_LnApproved_Regs_by_BLI [P 0000000007 0000000070 |2000-01-26 | Appraved walid
230P0031_LIBCMed_Reqs_by Bl Run to Excel 0000000009 |S000001 013 | 2000-08-26 | Approved walind
@DpOU323_p0'5_+5000_wm_RFQ'5 Run to Crystal 5000002000 |S00000M013  [200M-07-16 | Approved alid
Z30PONIZ_PO's_+2500_nfo_RFQ's Print 5000006001 |DODDDO00ES | 2001-07-16 | Open Mot Chk'ed
230P0033_PO_RFQ_KREF_by_BU Print Preview SONNONENNZ | OONDOOANGS | 2001-07-16 | Cpen Mot Chk'el
250P0034_RFQ_PO_YREF_by_RFQ _T[42000 [001  |S000006003 0000000028 [2001-07-16 [ Open Mt Chk'el
F0PODIE_REQ_PO_ENCUME: YREF 42000 |00t [5000006004 0000000088 [2001-07-16  [Cpen Mot Chk'el
y - s 42000 [001  [5000006005 |0000000088  [2001-07-16 [Cpen Mot Chk'el
?gEEgE2?—2Eg-gig-ig-:iéi-:i—iig 42000 [001  [5000006006  |0000000088  [2001-07-16  [Cpen Mot Chk'el
P il e et 42000 [001  [5000006007 [00000000S8  [2001-07-16  |Cpen Mot Chk'el
Fy0ponza_REQ_RFQ_POREF by PO 42000 |01 |5000006005 |00000O0DSE  |2001-07-16 | Open Mot Chid
Z30P003952_PO_ficetq_Line_Summary 42000 |001 5000006009 | 00000005 | 2001-07-16 | Open Mot Chi'd
Z30P00395_PO_picctq_Line_Surmary 42000 (001 |S00000G010 | 0O0O0000SE | 2001-07-16 | Open Mot Chi'e
£30P0039_PO_Activity_Summary 42000 |001  |S000006011  |000000008S  |2001-07-16 | Cpen Mat Chk'el
EHOPODH0_PO's_Current_r_ho_BCM 42000 |00 SO00006012 0000000085 |2001-07-16 | Open Mot Chik'd
¥0PON41_Reas_Current_vr_Mo_BCM 42000 |001 [SO00O0R0TS |O0OOOO0SS | 2001-07-16 | Open Mot Chk'ed
@30P0042_Balancing_Budget_vs_GL 42000 |00t [5000006014  [00000000BE  [2001-07-16 |Open Mot Chk'el
&30P0043_Balancing_by_PC_ID 42000 |00t [S000006015 0000000088 [2001-07-16  [Cpen Pt Chi'l
@DPOU‘IG_PO.I'RECVNCHR,I’PYMT %REF 42000 |001 5000006016 (0000000058 | 2001-07-16 Cpen Mot Chk'd
&50P0047_Minarity_Dellars_by_Org 42000 |00t [5000006017 0000000088 [2001-07-16  [Cpen Mot Chk'el
F30PO04E_Req_Status_Query 42000 [0t [5000006018 0000000088 [2001-07-16 [Cpen Mot Chk'el
230P0043_P0 List by 5 digit NIGP 42000 [001  [5000006019 0000000088 [2001-07-16  |Cpen Mot Chk'el
Z0PO0S0_PO Lt by 10 Digh MIGP 42000 |001  |5000006020 |00000000S8  |2001-07-16  |Cpen Mot Chk'el
FH0POST Matched PO_Lines wiEnc 42000 |001  |S000006021  |000000008S  |2001-07-16  |Cpen Mot Chk'et
. i, ~if4zo00 [o01  [SDO000GOZZ  |0O00OC00SS |2001-07-16  |Cpen Mat Chk'el hs
‘ I;I_I ‘ | _>|J
[FRTRNZ [ [

iﬂstart”J (D) Inbos - Microsoft | A Mewuery | Reports_Sl_DD.d...l W uery <E]$ 12:30 PM

Expected Menu box displaysinside query pand.
Results:

Step 2 Click: (L eft) button and sdlect Run to Excdl.

Expected Exced loads and opens on your system.
Results:
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Exercise 2 (continued)

Step 3 Enter or sdect the following:
BusnessUnit: 42000
Click: OK

=151 x]
: vl -0 - BIrU|SE=S=H8 %, W%
- File Edt Wiew Insert Formak Tools Data  Window  Help Type a question for help =
i3 ta M &@| L] @ | W¢ Reply with Changes... End Review.., _
NeHo8|S8BRY BRI v - @5 -85l -3
m.

& % New Workbook - X

Open a workbook
BD_031403.xls
BD_030703.xls
Dist. Code Request,xls

Enter Yalue(s) glcB020xa.xls

(= Mare workbooks...

Business Unit: I42l]l]l1 ﬂ ‘ o
Cancel | [ Blark workbook.

New from existing workbook
14 Choose warkbook. .

New from template
General Templates. ..

@ Templates on ry Web Sites...
@ Templates on Micrasaft.cam

ra

1
M 4 » M[\QUERY

£ Add Metwork Place. ..
@ Microsoft Excel Help
[w] Show at startup

HUM
gastart”] Inhnx-Micrn...l A Mewuery | Repnrts_Sl_.‘.l ”FNTRN?-QU‘.‘l [ Microsoft Excel |psfnvision |<EJ§ 12:31 PM

Expected Didog box displays. In the background an Excel Spreadsheet displays.
Results:
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Exercise 2 (continued)

Step 4 Compare your spreadshest to the pand below:
-l8/x
M5 Sans Serf -0 -[B]r v |=[E] B %, %% e B A
@ File Edit “iew Insert Format Tools Data  Window Help Type aquestion farhelp =2 & X
ta ) ¥ g .
DEedsn S8aY &+ BR- 9~ @ = - 2] &l 4 o0 - 7))
B .
Al v & Unit
A B | ¢ | ©o | E | F | G | H | | =
BCM
1 | Unit | Origin PO ¥Yendor PO Date Status = Status Buyer
2 (470007001 0000000001 TRO00001013 [1999-05-17 |Approved Valid Diawvid Childers
3 (42000001 0000000003 G000001005 | 15993-08-31 | Initial “alid
4 (42000001 "Doooooooos HOD00000&1 |2000-01-11 | Approved alid Becky Fuowlett
5 (42000001 ‘Doo0n0oooo7 000000070 | 2000-01-26 | Approved “alid Becky Rowlett
6 (42000001 D00000000S BO0000T013 | 2000-08-28 | Approved Walid Becky Rowlett
7 (42000001 Go00002000 BO00001013 2001-07-16 Approved Yalid Diawvid Childers
8 (4200001 Soonnosont HoODOO00&E 2001-07-16 Open Mot Chk'd | Pear Bailey
9 (42000001 5000006002 OODOO00SE 2001-07-16 Open Mot Chk'd Pear Bailey
10 42000 001 /5000006003 DO00DOOOSE 2001-07-16 Open Mot Chk'd Pear Bailey
11 42000 001 [Booooogood 000000088 2001-07-16 Open Mot Chk'd | Pearl Bailey
12 42000 o1 BoD000&00S MO00NOODAE 2001-07-16 Open Mot Chk'd | Pear Bailey
13 42000 001 /B00000G00G DO0ODOOOSE 2001-07-16 Open Mot Chk'd | Pear Bailey
14 42000 001 /5000006007 DO00DOO0SE 2001-07-16 Open Mot Chk'd Pearl Bailey
15 (42000 001 [Booooosoos 000000088 2001-07-16 Open Mot Chk'd | Pearl Bailey
16 (42000 001 'E000006009 D000DOODSE 2001-07-16 Open Mot Chk'd | Pear Bailey
17 42000 001 [B00000G010 DO0ODOOOSE 2001-07-16 Open Mot Chk'd Pear Bailey
18 (42000 001 [Bo0000G011 MD0000000AE 2001-07-16 Open Mot Chk'd | Pearl Bailey
18 f4z000 o1 [Booooogn1z Moo0noonas | 2001-07-16 Open Mot Chk'd | Pear Bailey
20_faznon fin B0NnNn&NT 3 NonOnNNN&R 2an1-N7-18  Onen Mot Chi'd | Pasrl Railay J;l
4 4 » W[\QUERY |<r | o
Ready MU
Expected Query data displaysin the newly created spreadshest.
Results:
Note: If adifferent query was selected, results will vary.
Step 5 To close current spreadsheet
Sdect: File=»Exit
If adialog box appears asking: Do you want to save the changes?
Click: No
Expected Exce closes.
Results:
Exercise completed.
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Exercise 3 — Combining Queriesin Excel (VLOOKUP)

Scenario:  The 0BDO010 query presentsinformation at the Org budget level. We would like to see
this information at the Appropriation budget level but when we run the query againg the
Approp ledger, we loose any account and project detail information. How can we get
the Org ledger query to "roll up" to the Approp ledger Deptids and not loose the account
and project detail information?
Here' s how:
Run the OBDO19A query and write aVLOOKUP formula
Step 1 In the Query pane, Right click on query 0BD010 BUDGET _INQUIRY.
=1l x|
File Edit Wiew Go Favoribes Use  Process Help
gl&[8lx] alEE| el 5= SH] @ 2] #le]Ale]
Mame | :I Fund Cud Accuun Sub-Classification . Organiza & |
% 0BDD10B_INQUIRE_BY_SCENARIO 2 Bl l420C11
%\?‘DBDD1DC_BUDGET_INQUIR\‘_WII'dBSE A 510000 | 300 420012
#50600100_0RG_BUDGET_ING_w/wild 2, 510000 | 300 4200731
0BD010_BUDGET IMOLIRY - A 510000 | 300 420032
%ﬁnaoun_aun_mm_m A 510000 | 300 420033
@DBDD1ZP._PrngramExpense_Perind & 510000 | 300 420041
@DBDD12B_ProgramExpense_PrdProg A =10000 | 300 420C43
%DBDD12_ProgramExpense_‘fTD_.C\gg al F13000 | 500 420011
Sa0m0013 eder Query o o
@DBDDIS_LedgerQuery A 513000 | 300 420C41
%\?‘DBDDHA‘QP‘NOBCMCK A 513000 | 300 4200243
#50B0014_AP_Bud_HeadError . = 12000 300 20011
ZH0ED015_GL_Bud_HeadErrar . 14000 | 300 a0c1
%DBDMSA_PO_NOTBUDCKED 2 14000 | 300 42003
@DBDUlS_PO_BUd_HEadEFFDF o 514000 |300 420032
&HUEDOL7_Exp_CFY_PEBY A 514000 | 300 420033
%IZIBDD18A_Pr-:-gramtree_C-:-mparison A 514000 | 300 420C41
%DBDD188_ORGtree_Comparison A 14000 | 300 420043
&5 0BDD18C_BCMIRPT_ORG_PRG_Compar a 1annn | =nn 47011 _IL|
mnnnmnn PRIDDT DD DOV i rrnr LI u 4
|FrTRIL [ [ 4
Expected Menu box displaysinside query pand.
Results:
Step 2 Click: (L eft) button and select Run to Excdl.
Expected Excel loads and opens on your system.
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Step 2

Results:

Click: (L eft) button and select Run to Excdl.

Exercise 3 (continued)

Step 3

Enter or select the following:
Ledger: ORG
BusnessUnit: 42000
Budget Y ear: 2004
Click: OK

Ed Microsoft Excel - QUERY4 =121

DESH S8 S@ @ v o T+ 2 Hssansser -0 -[B]l7 u|=E=E 8%, BAEE b AL
-= 9 ] @ Favorites * | Go~  [5] | Vigta-atl-svr0Siappsipsifs701hexceQUERY XLT ..

{2ta%a il @ @ ¥ B g3 | weReply with Changes... EndReview... _

File Edit Wiew Insert Format Tools Data  Window  Help Type aquestionforhelp =2 @ X

M1 - f Fund Code
A I B T T D E =

1 Fund Code Account Sub-Classification Organization Project{Grant
L2
=
1 4
L5

1]
|7
|8
% Enter Yalue(s) 5'
iz o
13 Business Unit: [12000 _ +| _ceneel |

14

15 Budgel Year: [2004 |

16

17

18

19

20

o w3 ra|rara e e mama ra ra
= &S| as ;R S =

<
UERY 14] | ﬂJJ

Draw [p suoshapes- . W 1O E 4B d-L-A-==500 .,

Ready CAPS NUM
Expected Diadog box displays. In the background an Excd Spreadsheet displays.
Results:
2-10 SecTioN 2: RUN-ONLY QUERIES PHOENIX - STATE OF GEORGIA

PROPRIETARY AND CONFIDENTIAL



PARTICIPANT GUIDE

Exercise 3 (continued)

SEPTEMBER 2004

Step 4 Compare your spreadshest to the pand below:

L=
NEH &SR B- o0 T+ 2 b5 Sans serf -mv 1] $ %, wu LA
-= 9 & & Favorites~ | Go~  [5] | QUERY4 ..

4 Q ?ﬁ AT | @ % gﬂ W Reply with Changes... End Review...
Fle Edt ‘Yiew Insert Format Tooks Data  Window  Help Type a question for help - |+ 0 & X
Al - fe Fund Code
A B | E | D | [ & ] H \ I N
Budget Sum Pre Sum Sum ’J
Fund Total Encumbered Encumbered Expended B
1 |Code |Account  Sub-Classification Organization Project/Grant Program = Amount Amount Amount Amount

2 A 10000 300 420ALL0CAE  |5OR AL 0.00 0.00 0.00 0.00742
| 3[4 [Bioooo 3o 420011 50R ALL -608.371.00 0.00 000 6098835442
| 4 s+ TBioooo 3o 420012 50R ALL -34,630.00 0.00 000 346305642
| 5[4 Bioooo 3o 420031 50R ALL -19,496.402.00 0.00 0.0/ 18.646.596 52 42
| 6 |4 50000 (oo 420032 50R ALL -109.588.00 0.00 000 905182342
| 7 |a  [Sooo0 (oo 420233 50R ALL -201,384.00 0.00 000 20541211742
| 6 |4 50000 (oo 420C41 50R ALL -1,939.962.00 0.00 000 1.363.329.0442
| 9 |a  [Sooo0 (oo 42043 50R ALL -376.341.00 0.00 000 4148777242
10 |a  [Brioo0 (oo 420ALLOCAE  |BOR ALL 0.00 0.00 0.00 0.00742
11| [Brioo0 (oo 420011 50R ALL 0.00 0.00 0.00 0.00742
12| [Brioo0 oo 420212 50R ALL 0.00 0.00 0.00 0.00742
113 |4 [Briooo (oo 420C31 50R ALL 0.00 0.00 000 2060697642
14| [Brioo0 (oo 420032 50R ALL 0.00 0.00 0.00 0.00742
115 |4 511000 (oo 420233 50R ALL 0.00 0.00 0.00 2.605.0942
116 |4 511000 (oo 420C41 50R ALL 0.00 0.00 0.00 32203292
17 |4 [Briooo (oo 42043 50R ALL 0.00 0.00 0.00 0.00742
|18 [+ [B1s000 (300 420ALLOCAE  |BOR ALL 0.00 0.00 0.00 0.00/4z.
4 4 b [\ OUERY 4] | |
Draw= [ Admshapes+ . s [ O 4 5 = Bal.

Ready CAPS UM v

Expected Query data displays in the newly created spreadshest.
Results:
Note: If adifferent query was sdected, results will vary.
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Exercise 3 (continued)
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Step 5

Expected
Results:

In the Query pand, Right click on query OBDO19A_ BCM_ORG_TREE.

File Edit Yiew Go Favorites Use Process Inguire Repart Help

=10l x|

g8lg|8x| alae| &= == =] (@ el *lv]|A7]

Marie

%% 0BDO180_BCM{RPT_PROJ_PRG_Comp

%}: OBDO1S_Projecttres _Comparison
SOBD0194 BCM_ORG_TREE

%% OBDO19E_BCM_PROGRAM_TREE

%% OBDO19C_BCM_PROJECT _TREE

@DBDDIQD_RPT_ORG_TREE

%}; OBDO19E_RPT_PROGRAM_TREE

%% OBDO19F_RPT_PROJIECT_TREE

%% OBD01%G_ORG_TREE_TECH_SCHOOLS

%% OBDO19H_PROG_TREE_TECH_SCHOOLS

%} OBDO0191_PROI_TREE_TECH_SCHOOLS

%}; OBD0191_RPT_ORG_PRG_TREE

@% OBDO19_RPT_PROI PRG_TREE

%% OBDO19_ANY_TREE_MO_DESC

%% OBD0Z20_BDwxx045_Expense_Detail

%}; OBD0Z21_DTAE_ALL_SCHOOLS

%ﬁ 0BD0Z2Z_BUD_UPLOAD _TEMPLATE

&30BPOI01_ACE

%% OBPO0Z _BCMORGROBPORG_Com

mnnnnm [ =T 0y [ Ty oY = ] Tyl 8

ﬂ Treelld Hum| Print Hode Eff Date SetlD -
1900-01-03 B _OR
400000001 1 1900-01-03 (42000 |BCM_CORC
533333334 400000001 1900-01-03 (42000 |BCM_CORC
—I | 546666667 533333334 1900-01-03 (42000 |BCM_CORC
SE0000000 533333334 1900-01-03 (42000 |BCM_CORC
573333333 533333334 1900-01-03 (42000 |BCM_ORC
SAEEEEEET 533333334 1900-01-03 (42000 |BCM_ORC
EO0000000 533333334 1900-01-03 (42000 |BCM_ORC
B13333333 533333334 1900-01-03 (42000 |BCM_ORC
E266E666E 533333334 1900-01-03 (42000 |BCM_ORC
£39355999 533333334 1900-01-03 (42000 |BCM_ORC
B53333332 533333334 1900-01-03 (42000 |BCM_ORC
EREEEEEET 400000001 1900-01-03 (42000 |BCM_ORC
733333333 EREEEEEET 1900-01-03 (42000 |BCM_ORC
S00000001 1 1900-01-03 (42000 |BCM_ORC
Q00000000 S00000001 1900-01-03 (42000 |BCM_ORC
00502513 Q00000000 1900-01-03 (42000 |BCM_CRC
901005025 Q00000000 1900-01-03 (42000 |BCM_CRC
a01507538 Q00000000 1900-01-03 (42000 |BCM_CRC
an>n4 nns annnnnnnn A90n-r1-n= A2000 . TRiTh m?r'
M|k ] 5
[FrtRRL | 4

Menu box displaysinside query pand.
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Step 6 Click: (L eft) button and select Run to Excd.

Expected Excedl loads and opens on your system.
Results:

Exercise 3 (continued)
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Step 7 Enter or select the following:
SetID: 42000
Click: OK

DEHAaY &3 BE-|o- o T« 25 Mssmssef L1 - 1 u _E B % o,
= 0 big @Favonteg' Go= | [T] | Ygta-athsvrSiappsipsifs70tiexcel|QUERY. XLT ..
{28 %A T ¥a| © B = | w9 repl with changss... End Review... |

File Edit ‘iew Insert Format Tools Data  Window Help

J1 A F TreeNd Mum
A | E] C D E =
1 TreeNd Num Prnt Node Eff Date SetlD Tree ml
2
EN
4]
|5 |
6 |
7|
|
EN
| 10
11
(12 | Enter Yalue(s) x|
13
[ 14 SeHD:
15
5] _Coed |

~

=)

rara|—
=3|=

ra
~a

% oo oo || nafra e ra|no (ro | ra
NI - by
-

\ QUERY 141 | JJJ
Draw~ [3 Autoshapes ~ 2 IO E 4l 8 d-Z-A-=S=ZE 8B f .

Expected Diadog box displays. In the background an Excel Spreadsheet displays.

Results:

Exercise 3 (continued)
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Step 8 Compare your spreadshest to the panel below:
l81x]
DEEHaSm S B@|m-|o- X - M5 5ans Serf % 5 8% DA
ot €% Favorites~ | o= [F] QUERYL .
3 = ) B 62 o
File Edt Wiew Insert Format JTools Data  Window  Help Type aquestion forhelp = 1 & X
Al - # Treebd Murm
A [ B [ ¢ Tol[ E [ F 1 G [H ] ! [ o T =
TreeNd Tree Parent
1 Num Prnt Node | Eff Date SetlD Tree Node Descr Level Level Node
2] T 0/1900-07-03 42000 | BCM_ORG 420ALL | All Organizations TALL
| 3| 400,000,001 11900-01-03 42000 | BCM_ORG 42041 DESCRIFTION NOT FOUND 2 BO_APPROP |4204ALL
| 4| 533,333,334 400.000.001 1900-01-03 42000 |BCM_ORG 420C11 | SEEDLING PRODUCTION/PROCESSING 3BD_ORG  420A1
| 5 | 546666667 533,333,334 1300-01-03 42000 | BCM_ORG 4201100270 ARROWHEAD SEED ORCHARD 4 BO_DETAIL |420C11
| 6 | 560,000,000 533.333,334/1900-01-03 42000 |BCM_ORG 4201100272 | SEED ORCHARD SUPERVISION 4 BD_DETAIL |420C11
| 7 | 573,333,333 533,333,334/1900-01-03 42000 |BCh_ORG 4201100277 FLINT RIVER SEED ORCHARD 4 BD_DETAIL |420C11
| 8 | 5a6.6E6EG7 533,333,334 1900-01-03 42000 |BCM_ORG 201100260 |CENTRAL OFFICE REFORESTATION 4 BO_DETAIL |420C11
| 9 | 500.000,000 533.333.3341900-01-03 42000 |BCW_ORG 4201100281 NURSERY STORES 4 BO_DETAIL |420C11
| 10| 513,333,333 533,333,334 1900-01-03 42000 BCM_ORG 2011002583 CLEAM SEED 4 BD_DETAIL |420C11
| 11| 626,666,666 533,333,334 1900-01-03 42000 |BCM_ORG 4201100285 | SEEDLING SALES 4 BO_DETAIL 42011
[ 12| 539,999,399 533.333.334/1900-01-03 42000 |BCM_ORG 4201700340 FLINT RIVER NURSERY 4 BO_DETAIL |420C11
| 13| 663333332 533,333,334 1900-01-03 42000  BCM_ORG 201100350 PAGE-SHIRLEY-WALKER 4 BO_DETAIL |420C11
| 14| 66,666,667 400.000.001 1900-01-03 42000 |BCM_ORG 420C12  TREE IMPROVEMENT 3BD_ORG  420A1
[ 15 | 733,333,333 ©66,666,667 1900-01-03 42000 |BCM_ORG 4201200279 TREE IMPROVEMENT 4 BD_DETAIL |420C12
| 16 | 800,000,001 11800-01-03 42000 | BCM_ORG 42043 DESCRIPTION NOT FOUND 2 BO_APPROP |4204ALL
[ 17 | 900,000,000/ 800.000.001/1900-01-03 42000 |BCMW_ORG 420C31  FOREST PROTECTION & MGT. 3BD_ORG  |420A3
| 18| 800502513 300,000,000 1300-01-03 42000 | BCM_ORG 4203100201 |FIELD SUPERVISION-MACON 4 BO_DETAIL |420C31
[ 19| 901,005,025 900.000.000 1900-01-03 42000 |BCh_ORG 4203100202 FIELD SUPERVISION-ATLANTA 4 BO_DETAIL |420C31
20| 901,507,538 900,000,000 1900-01-03 42000 |BCM_ORG 4203100203 FORESTRY BMF COMP 4 BD_DETAIL |420C31
| 21| 802,010,051 300,000,000 1300-01-03 42000 | BCHW_ORG 4203100205 EPD WATER DATA 4 BO_DETAIL |420CH
[ 22| 902512,563 900.000.000 1900-01-03 42000 |BCM_ORG 4203100208 NON-POINT POLLUTION 4 BO_DETAIL |420C31
| 23| 803015076 300,000,000 1300-01-03 42000 | BCM_ORG 4203100218 |FIRE WEATHER INFORMATION 4 BO_DETAIL |420C31
[ 24| 903517,588 900.000.000 1900-01-03 42000 |ECh_ORG 4203100219 | GIS PROGRAMS 4 BDO_DETAIL |420C31
|25 | 904,020,101 900,000,000 1900-01-03 42000 |BCM_ORG 4203100220 CENTRAL OFFICE PROTECTION 4 BD_DETAIL |420C31
| 26 | 804522613 300,000,000 1300-01-03 42000 | BCM_ORG 4203100223 FIRE CONTROL ACTMITIES 4 BO_DETAIL |420C31
| 27 | 905025126 900.000.000)1900-01-03 42000 |BCh_ORG 4203100230 CENTRAL OFFICE MANAGEMENT 4 BO_DETAIL |420C31
| 28 | 905527.638 300,000,000 1300-01-03 42000 |BCM_ORG 4203100231 STEWARDSHIP 87 4 BO_DETAIL |420C31
| 23| 906,030,151 900.000.000 1900-01-03 42000 |BCh_ORG (4203100232 N&VAL STORES 4 BD_DETAIL |420C31
| 30| 908,532,664 900,000,000 1900-01-03 42000 |BCM_ORG 4203100233 STEWARDSHIP v 4 BD_DETAIL |420C31
31| an7.035176 900,000,000 1900-01-03 42000 | BCM ORG 203100235 INSECT CONTROL (PROGRAM) 4 B0 DETAIL |420C31 J;[
H 4 » »[\DBDOOO1IA 4] | ]
Draw= [z Auoshapes= . e 1O [E] 4l H - L-A-=E=E08@.
Ready CAPS NUM
Expected Query data displaysin the newly created spreadshest.
Results:
Note: If adifferent query was sdlected, results will vary.

Exercise 3 (continued)
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Step 9 Move OBDO019A query into the 0BD010 query spreadsheet. Labd the tabs then name
and save Excd file.
I
DE@E{]@&&E- pIRRY ’_’MSSansSenf -10.1g§§ $%,Tﬂ.g‘.u-g '&'.
D ﬂ @ Favorites = | Go~ | [5] | C:iDocuments and SettingsiemecraryiDesktopt420_Summary_QRY =
ir:| G ¥ & = o
File Edit Yew Insert Fomat Tools Data  Window Help Type s questionforhelp = o @ X
Al - A& TreeMd Num
A B | ¢ | D E | F G H | | J] 3
TreeNd Tree Parent
1 Num PrntNode Eff Date SetlD | Tree Node Descr Level Level Node
| 2 | 1 0/1800-01-03 42000 |BCM_ORG 420ALL All Organizations 1 ALL
| 3 | 400,000,001 1/1800-01-03 42000 |BCM_ORG 42041 DESCRIPTION NOT FOUND 2 BD_APPROP |420ALL
| 4| 533333334 400.000.0011800-01-03 (42000 BCM_ORG 420C11 SEEDLING PRODUCTION/PROCESSING 3BD_ORG 42041
| 5 | G46EGREG? 533333334 1900-01-05 42000 BCM_ORG 201100270 ARROWHEAD SEED ORCHARD 4 BD_DETAIL |420C11
| 6 | 560.000.000 533333.334/1500-01-03 42000 |BCM_ORG 4201100272 SEED ORCHARD SUPERVISION 4 BD_DETAIL 42011
| 7 | 573333333 533333334 1500-01-03 42000 | BCM_ORG 4201100277 FLINT RIVER: SEED ORCHARD 4 BD_DETAIL 420C11
| 6 | 5B6.REEEG7 533333334 1900-01-03 "42000 |BCM_ORG /4201100280 CENTRAL OFFICE REFORESTATION 4 BD_DETAIL 420C11
| 9 | 600,000,000 533,333,334 1900-01-03 "42000 BCM_ORG 4201100281 MURSERY STORES 4 BD_DETAIL 4z0C11
| 10 613333333 533,333.334/1900-01-05 (42000 |BCM_ORG 4201100283 CLEAN SEED 4 BD_DETAIL 42011
| 11| G26G66GEE  533333,334/1900-01-05 42000 BCM_ORG 4201100285 SEEDLING SALES 4 BD_DETAIL |420C11
| 12| 639999999 533333,334/1900-01-05 42000 BCM_ORG 4201100340 FLINT RIVER NURSERY 4 BD_DETAIL |420C11
| 13| 653333332 533.333.334/1900-01-05 (42000 BCM_ORG 4201100350 FAGE-SHIRLEY-WALKER 4 BD_DETAIL |420C11
| 14| G66BEGEE? 400000001 1900-01-03 42000 BCM_ORG 420C12 TREE IMPROVEMENT 3BD_ORG 42041
| 15 | 733333333 6R6.BBR.EB7 1500-01-03 42000 | BCM_ORG 4201200279 TREE IMPROVEMENT 4 BD_DETAIL 4z20C12
| 16| &00.000.001 1/1800-01-03 42000 BCM_ORG 42043 DESCRIPTION NOT FOUND 2 BD_APPROP 420ALL
| 17 | 900,000,000 800,000,001 1900-01-03 "42000 BCM_ORG 420031 FOREST PROTECTION & MGT. 3 BD_ORG 42043
| 16 | 900,502,513 900,000,000 1900-01-03 "42000 |BCM_ORG 4203100201 | FIELD SUPERYISION-MACON 4 BD_DETAIL 4z0CH
| 19| 901,005,025 900,000,000 1900-01-05 42000 BCM_ORG 4203100202 FIELD SUPERVISION-ATLANTA 4 BD_DETAIL |420CH
| 20| 901507538 900,000,000 1900-01-05 42000 BCM_ORG 4203100203 FORESTRY BMP COMP 4 BD_DETAIL |420CH
| 21 902,010,051 900,000,000/1900-01-03 (42000 |BCh_ORG 4203100205 EPDWATER DATA 4 BD_DETAIL |420CH
| 22| 902512563  900.000.000 1900-01-05 42000 BCM_ORG 203100208 NON-POINT POLLUTION 4 BD_DETAIL |420CH
| 23| 903015076  900.000.000 1900-01-03 (42000 BCM_ORG 4203100218 FIRE WEATHER INFORMATION 4 BD_DETAIL |420CH
| 24| 903517585  800.000.000 1500-01-03 42000 BCM_ORG 4203100219 GIS PROGRAMS 4 BD_DETAIL 420CH
| 25 | 804.020101 800,000,000 1900-01-03 "42000 |BCM_ORG /4203100220 CENTRAL OFFICE PROTECTION 4 BD_DETAIL 420CH
| 26 | 904522613 900,000,000 1900-01-03 "42000  BCM_ORG 4203100229 FIRE CONTROL ACTIVITIES 4 BD_DETAIL 4z0CH
| 27| 905,025,126 900,000,000 1500-01-03 (42000 |BC_ORG 4203100230 CENTRAL OFFICE MANAGEMENT 4 BD_DETAIL |420CH
| 26 | 905527536 900,000,000 1900-01-05 42000 BCM_ORG 4203100231 STEWARDSHIP 97 4 BD_DETAIL |420CH
| 28| 906,030,151 900,000,000 1900-01-05 42000 BCM_ORG 4203100232 NAVAL STORES 4 BD_DETAIL |420CH
| 30| 906532664 900.000.0001900-01-05 42000 BCM_ORG 4203100233 STEWARDSHIPY 4 BD_DETAIL |420CH
907,036,176 900.000,0001800-01-03 42000 |BCM ORG 4203100235 INSECT CONTROL (PROGRAM) 480 DETAIL [420C3H Jj
W 4 » w\ DBDOID_ORG % DBDODD19A K |
Draw= [3 | AutoShapes™ \I:IO&H%:: &'£'£‘=;EQLv
Ready UM
Expected Query moved successtully.
Results:
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Exer cise 3 (continued)

SEPTEMBER 2004

Step 10 Insert a column in 0BDO10 query a Column Eand label it BD_APPROP.
SEIE]
By [@- o- T+ M3 5ans Jerf - 10 vIu LA
Favorites = | Go~ CiiDocuments and Settingstemcerary|Deskropl420_summary_QRY =
File Edt Wiew Insert Format Tools  Data  Window  Help Type aquestionForhelp =/ 2 @ X
E1 v X« & BD APPROP
A B & | D E F | G | H | | d | K 3‘
Budget Sum Pre Sum Sum
Fund Total Encumbered Encumbered Expended J
1 |Code Account Sub-Classification Organization |BD_APPROP|Project/Grant Program  Amount Amount Amount Amount
| 2 |A 510000 (300 420C31 50R ALL -19.496.402.00 0.00 0.00 15.646.5596.52
| 3 |A (GEIE] 420C31 50R ALL -2.669.258.00 0.00 2.819.86  1.509.555.57
| 4 |A AL 420C31 50R ALL -2,633.237.00 0.00 0.00 246656375
| 5 |A Tzoon fam 420C31 50R ALL -2,360.968.00 0.00 0.00 1.424,543.86
| B |A 15000 300 420C3 50R ALL -2.144.502.00 0.00 0.00 2.004,79223
| 7 |A G1o0000 300 420041 50R ALL -1,939,962.00 0.00 0.00 1,363,329.04
| & |A B53000 312 420C31 50R ALL -1.606,362.00 0.00 24345963 84260236
| 8 |A 720000 504 42031 50R ALL -1,635,306.00 0.00 834.018.00  349.976.51
| 10 |A B14000 500 420C31 50R ALL -1,371.748.00 0.00 0.00 1,364.035.85
|11 |A 22000 503 420C31 50R ALL -1.095.666.00 0.00 B07.856.00  424.582.00
| 12 |A 553000 312 420C43 50R ALL -780.271.00 0.00 162946 114.200.9%
| 13 |A (EATTETiT 420C31 50R ALL -617.020.00 0.00 0.00  233516.48
| 14 |A o000 300 42011 50R ALL -608.371.00 0.00 0.00 50988354
| 15 |A G1o0000 300 420C43 50R ALL -376,941.00 0.00 0.00 41487772
| 16 |A 1000 30 420C3 50R ALL -357.940.00 0.00 0.00 37031086
| 17 |A 515000 301 42031 50R ALL -331,443.00 0.00 863.949.00  866.377.25
| 18 |A B14000 501 420C33 50R ALL -326,212.00 0.00 0.00  261.761.60
| 19 |A B12000 501 42041 50R ALL -303.685.00 0.00 0.00  245.000.45
| 20 |A 513000 300 420C11 50R ALL -300.000.00 0.00 0.00  186.963.23
| 21 |A 20000 301 420C31 50R ALL -294.651.00 0.00 0.00  371.254.00
| 22 |A RN 420C31 50R ALL -264.116.00 0.00 0.00  5B9,348.34
| 23 |A 21000 308 420C41 50R ALL -263.330.00 0.00 0.00 0.00
| 24 |A 721000 308 420C3 50R ALL -235,177.00 0.00 0.00 11.567.60
| 26 |A 10000 500 420C33 50R ALL -201,384.00 0.00 0.00 2084121
| 26 |A B16000 500 420041 50R ALL -193,616.00 0.00 0.00  178.034.28
| 27 |A 515000 300 42041 50R ALL -158,006.00 0.00 0.00 142587750
| 28 |A 720000 504 420C33 50R ALL -150.000.00 0.00 0.00 66.760.00
| 29 |A 40000 302 420C31 50R ALL -146.793.00 0.00 0.00  149.852.59
30 |4 EETIINE 420C11 50R ALL -110.870.00 0.00 0.00 6319780 >
W 4 » ¥[\DBDOL0_ORG ¢ 0BDO00IGA ] | |
Draw = Autoshapes = - i T
Enter CAPS NUIM
Expected Column inserted correctly.
Results:
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Exercise 3 (continued)

PARTICIPANT GUIDE

13 ul
Step 11 Labd Column D, “BD_ORG".
RO
By [~ - T v 7 M Sans Serf -10-1g e B A
Favaorites~ | Gov C:\Documents and Settingsiemcerary\Deskbopi420_Summary_QRY ~
Fil: Edt ‘ew [nsett Format  Tools  Data  Window  Help Type aquestion forhelp /0 @ X
D1 ~ X & BD_ORG
A [ B ] C | 1] | E | F [ ] H | | | J | [ 3
Budget Sum Pre Sum Sum
Fund Total Encumbered Encumbered ExpendedJ
1 |Code Account Sub-Classification BD_ORG BD_APPROP Project/Grant Program  Amount Amount Amount Amount
2 A ST 4z20CH 50R ALL -19,496,402.00 0.00 0.00/ 18,646,596 52
3 A GENIEN] 4z20CH 50R ALL -2,689,259.00 0.00 2,019.86 1,809.65557
4 |A B16000 300 420C31 50R ALL -2,633.237.00 0.00 0.00 2.468.563.75
5 A Bzooo 301 420C31 50R ALL -2,360,968.00 0.00 0.00) 1.424,945.86
B |A 515000 300 420C31 50R ALL -2,144,502.00 0.00 0.00) 2.004.752.23
7 A B1o000 300 420C41 50R ALL -1.939.962.00 0.00 0.00] 1.363.329.04
B A B53000 312 420C31 50R ALL -1.606.382.00 0.00 248.459.63  842.802.36
9 A 7eano0 304 420C31 50R ALL -1.635,308.00 0.00 834.018.000 34997691
10 A 14000 300 420C31 50R ALL -1.371.745.00 0.00 0.00) 135403885
11 A ezoon 03 4z20CH 50R ALL -1.098,866.00 0.00 501.656.00)  424,652.00
12 A 53000 312 420C43 50R ALL -750,271.00 0.00 162946 114,200.89
13 A 71000 307 420C31 50R ALL -617,020.00 0.00 0.00  233516.48
14 A B1o000 300 420C11 50R ALL -608,371.00 0.00 0.00) 60988354
15 A B1o000 300 420C43 50R ALL -376.941.00 0.00 0.00 41487772
16 A B18000 301 420C31 50R ALL -357.990.00 0.00 0.000  370.310.88
17 (A B15000 300 420C31 50R ALL -331.453.00 0.00 863.949.00)  9R6.377.25
18 A G14000 300 420C33 50R ALL -3ea.21z2.00 0.00 000 25178160
19 A GENIEN] 4z20C41 50R ALL -303.685.00 0.00 0.00 24500045
20 A ENIENT] 4z0C11 50R ALL -300,000.00 0.00 0.00 16696323
21 A 20000 301 420C31 50R ALL -294,651.00 0.00 0.000  371,254.00
22 A 513000 300 420C31 50R ALL -264,116.00 0.00 0.00  689,348.34
23 A 721000 308 420C41 50R ALL -263,330.00 0.00 0.00 0.00
24 A 721000 305 420C31 50R ALL -235.177.00 0.00 0.00 11,587 60
25 A 510000 300 420C33 50R ALL -201.384.00 0.00 0.00) 20541211
26 A 16000 300 420C41 50R ALL -193,515.00 0.00 000 17903428
27 A 15000 300 420C41 50R ALL -158,006.00 0.00 000 14257750
28 A Treooon a4 420C33 50R ALL -150,000.00 0.00 0.00 6, 760.00
29 A B40000 302 420C31 50R ALL -148,793.00 0.00 0.000 14998259
30 A 53000 312 420C11 50R ALL -110,870.00 0.00 0.00 63,197.80~
W 4 » W)\DBDO1O ORG / 0EDO00L9A / 4] | |
Draw v AutoShapes ~
Enker CAPS NUM
Expected Spreadsheet matches.
Results:
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Exercise 3 (continued)

SEPTEMBER 2004

Step 12

Expected
Results:

In the OBDO19A query sdlect cells F2 thru J2, then down to the end of datarows.

E3 Microsoft Excel - 420_Summary_QRY.xls

DeEad & & Lol E v P M5S5ans Serf v - B I U = $ %, 0%
D {a} @ Favorites ™ | Gor  [5]  C:\Documents and Settingstemccrary|Deskbop\420_Summary_QRY = _
i3 s ) B g .
Fle Edt Wiew Insert Format  Tools Data  Window  Help Type aquestion forhelp =0 @ X
ELIZ - A 4201100270
A B [ ¢ To[ E [7F G [ H ] I | 5|
TreeNd Tree Parent
1 Num Prnt Node | Eff Date SetlD | Tree Node Descr Level Level Node
2 1 0/1900-07-03 42000 |BCM ARROWHEAD SEED ORCHARD 4 BD_DETAIL  420C11
3 400,000,001 1.1900-01-03 42000 | BCM_ORG (4201100272 SEED ORCHARD SUPERVISION 4 BD_DETAIL  420C11
4 533,333,334 400,000,001 1900-01-03 42000 |BCM_ORG [4201100277 FLINT RIVER SEED ORCHARD 4 BD_DETAIL  420C11
5 | 546,566,667 533,333,334 1900-01-03 42000 |BCM_ORG [4201100280 CENTRAL OFFICE REFORESTATION 4 BD_DETAIL  420C11
B | 560,000,000 533,333,334 1900-01-03 42000 |BCM_ORG [4201100281 NURSERY STORES 4 BD_DETAIL  420C11
7 | 573333333 533,333,334 1900-01-03 42000 |BCM_ORG |4201100283 CLEAN SEED 4 BD_DETAIL  420C11
B | 5BEBGGEE7 533,333,334 1900-01-03 42000 BCM_ORG 4201100285 SEEDLING SALES 4 BD_DETAIL  420C11
3 | 600.000.000 533333334 1900-01-03 42000 |BCM_ORG [4201100340 FLINT RIVER NURSERY 4 BD_DETAIL  420C11
10| 13333333 533333334 1900-01-03 42000 | BCH_ORG [4201100350 PAGE-SHIRLEY-\WALKER 4 BD_DETAIL  420C11
11| G26BEEBEG 533,333,334 1900-01-03 42000 |BCM_ORG (4201200279 TREE IMPROVEMENT 4 BD_DETAIL  420C12
12| 539,999,999 533,333,334 1900-01-03 42000 |BCM_ORG (4203100201 FIELD SUPERVISION-MACOR 4 BD_DETAIL  420C3H
13| 553,333,332 533,333,334 1900-01-03 42000 |BCM_ORG 4203100202 FIELD SUPERMISION-ATLANTA 4 BD_DETAIL  420C31
14| BG6EGE,EE7 400,000,001 1800-01-03 42000 |BCM_ORG [4203100203 FORESTRY BMP COMP 4 BD_DETAIL  420C31
16| 733,333,333  B66,666,567 1900-01-03 42000 |BCM_ORG [4203100205 EPD WATER DATA 4 BD_DETAIL  420C31
16 | 800,000,001 1/1800-01-03 42000 | BCM_ORG [4203100208 NON-POINT POLLUTION: 4 BD_DETAIL  420C31
17 | 900.000.000 800.000.001 1800-01-03 42000 |BCM_ORG 4203100218 FIRE WEATHER INFORMATION 4 BD_DETAIL  420C31
18| 900502513 900000000 1900-01-03 42000 | BCH_ORG [4203100218 GIS PROGRAMS 4 BD_DETAIL  420C31
18 | 901.005025  900.000,000 1900-01-03 42000 | BC_ORG [4203100220 CENTRAL OFFICE PROTECTION 4 BD_DETAIL  420C31
20| 901,507,538 900,000,000 1900-01-03 42000 |BCM_ORG 4203100229 FIRE CONTROL ACTIVITIES 4 BD_DETAIL  420C3H
21| 902,010,087 900,000,000 1900-01-03 42000 |BCMW_ORG 4203100230 CENTRAL OFFICE MANAGEMENT 4 BD_DETAIL  420C3H
22| 902512563 800,000,000 1900-01-03 42000 |BCM_ORG (4203100231 STEWARDSHIP 97 4 BD_DETAIL  420C31
23| 903,015,076 800,000,000 1800-01-03 42000 |BCM_ORG [4203100232 NA&VAL STORES 4 BD_DETAIL  420C31
24| 903517,586 800,000,000 1900-01-03 42000 |BCM_ORG (4203100233 STEWARDSHIPY 4 BD_DETAIL  420C31
25 | 904020101  800.000.000 1800-01-03 42000 |BCM_ORG 4203100235 INSECT CONTROL (PROGRAM) 4 BD_DETAIL  420C31
26| 904522613 800.000.000 1800-01-03 42000 |BCM_ORG [4203100236 GYPSY MOTH SURVEY 4 BD_DETAIL  420C31
27| an5.025126 800000000 1900-01-03 42000 | BCH_ORG [4203100238 GYPSY MOTH ERADICATION 4 BD_DETAIL  420C31
28| 905527638 800,000,000 1900-01-03 42000 |BCM_ORG (4203100239 CONSERVATION RESERYE PROGRAM 4 BD_DETAIL  420C3
29| 906,030,151 900,000,000 1900-01-03 42000 |BCM_ORG (4203100249 PLANMNING ASSISTANCE FY 1990 4 BD_DETAIL  420C3H
eli} Qng F22 CeA anp nna ann 1 onn.n1.02 fsnnn  Bckd nsc BN ANSEN. ENREST HE AL TH k4ORITADIK ARM DETAN AdNi™ hd
H 4 » | DEDDI0_ORG }0BDO0019A r‘r »
Draw~ li  AutoShapes~ ™. \DO4I ] 1 @/"z'é' EEEL -
Ready Sum=1010 CAPS NUM
iﬁstartlu Ianx-Micr.‘.l 'FNPROD-C.‘.I ”FNPROD-A..] [EMicrosoft E... Pane\.dm-.‘.| yElizabeth T... | B Reports_for... W0 amsem

Spreadsheet salection matches.
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PARTICIPANT GUIDE

Exercise 3 (continued)

Step 13

Expected
Results:

Define the lookup table range. From menu bar select Insert > Name > Define. Define
name as“LOOKUP’. Note the “Refersto:” box shows the range.

Click “OK”.

EC Microsoft Excel - 420_5 =leix

NEHS® & B@R- | v- T o+ P s Sans serif -w - B I U 8% DA
D ﬁ @ Favorites = Ga~ | [ Cr\Documents and SettingsiemcerarylDesktop|420_Summary _QRY »

3 T Y S

File Edit ‘%ew Insert Format Tools Data  Window Help

Type a question forhelp = 2 B X

LOOKUP = A 4201100270
A |8 [ ¢ [ D] E [F ] G el v T 4] =
TreeNd Tree Parent
Num Prnt Node FEff Date SetlD  Tree Node Descr Level Level Node
1 01900-01-03 42000 BCk_ORG 4201100270 ARROWHEAD SEED ORCHARD 4 BD_DETAIL  420C11
400.000.001 11900-01-03 42000 BCh_ORG |4201100272 SEED ORCHARD SUFERYISION 4 BD_DETAIL  420C11

533,333,334 400.000.001 1900-01-03 42000 |BCM_ORG |4201100277 FLINT RIVER SEED ORCHARD
546,666,667 533333334 1900-01-03 42000 BCM_ORG 4201100280 CENTRAL OFFICE REFORESTATION
560,000,000 533333334 1900-01-03 42000 BCM_ORG (4201100281 NURSERY STORES

571333333 533333334 1900-01-03 42000 | BCM_ORG 4201100263 CLEAN SEED

506,666,667 533,333,334 1500-01-03 42000 BCM_ORG (4201100285 SEEDLING SALES

600,000,000 533333334 1900-01-03 42000 | BCM_ORG 4201100340 FLINT RIVER NURSERY

613,333,333 533333334 1900-01-03 42000 |BCM_ORG 4201100360 PAGE-SHIRLE T-/WALKER
626,666,666 533,333,334 1900-01-03 42000 BCM_ORG 4201200279 TREE IMPROVEMENT

4 BD_DETAIL  420C11
4 BD_DETAIL 42011
4 BD_DETAIL 42011
4 BD_DETAIL  420C11
4 BD_DETAIL  420C11
4 BD_DETAIL  420C11
4 BD_DETAIL  420C11
4 BD_DETAIL  420C12

539,999,998 533333334 1900-01-03 42000 BCM_ORG |42N31002M FIFI D SUPFRVISION-MACON 4I?D_DETAIL 420631
£53333.332 5331333.334 1900-01-03 42000 BCM_ORG 2| xIiD_DETAIL 420531

GG, GRA.AB?| 400,000,001 1300-01-03 42000 | BCM_ORG
733,333,333 BGG.GEE.G67 1500-01-03 42000 | BCM_ORG
500,000,001 11900-01-03 42000 |BCM_ORG
900,000,000/ 800,000,001 1300-01-03 42000 |BCM_ORG
500,502,513 900,000,000 1300-01-03 42000 |BCM_ORG
501,005,025 900,000,000 1300-01-03 42000 |BCM_ORG
501,507,538 900,000,000 1300-01-03 42000 | BCM_ORG
502,010,051 900,000,000 1300-01-03 42000 | BCM_ORG
302,512,563 900,000,000 1300-01-03 42000 | BCM_ORG
303,015,076 500,000,000 1300-01-03 42000 | BCM_ORG D_DETAIL 420031
903,517,588 900,000,000 1300-01-03 42000 | BCM_ORG D_DETAIL 420031
304020101 500,000,000 1900-01-03 42000 | BCM_ORG | Befers to: D_DETAIL  420C31
304522613 300,000,000 1900-01-03 42000 | BCM_ORG | [=os0onoisstyrezigagess 3] |0 DETAL  4z0c3t
906,026,126 900,000,000 1900-01-03 42000 BCM_ORG [H20ST00Z36 GYFST MU T ERADTLA [0 D_DETAIL  420C3
505,527,638 900,000,000 1300-01-03 42000 |BCM_ORG |4203100233 CONSERWATION RESERYE PROGRAM 4 BD_DETAIL 420C31
506,030,151 900,000,000 1300-01-03 42000 |BCH_ORG [4203100243 PLANNING ASSISTANCE Fy 1930 4 BD_DETAIL 420C31
n Qng E EEA Q00 ANn AN 1 an [[pnal=]l N A RO MIETAN Arnra
K MIh, GBCOI0_GR& OBDODDISA# - [

Draw = % futoshapes~ . w [] O § E (5] L -

Ready Sum=1010 UM
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D_DETAIL  420c31
D_DETAIL 420031
Lo | D_DETAL 420031
cose | [DLDETAIL 420031
D_DETAIL 420031

Add D_DETAIL  420C31

D_DETAIL  420C31

Delete D_DETAIL 42031

D_DETAIL  420C31

Mames in workbook;
JLockup

ralralra|ro [roralra|rofref—= = | = |2 = = | = | = | == _
|m|w|m|m‘b‘w|m|4|c|m|m|w|m‘m‘b|w|m|4|c|m|m‘“‘m|m|‘b|m|m
=
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Spreadsheet matches.
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Exer cise 3 (continued)

Step 14 Write VLOOKUP formula. Keyin =VLOOK(D2,

inCell E2 of 0BDO10 query.

e
TR T Sy
L e i Q Favorites » Go~ | £ C:\Documents and Settingsiemcerary|Deskbop|420_Summary _QRY =
ﬁ ﬁ ’ﬁ 2 B ¥ % @ ¥¢ Reply with Changes.,. End Review..,

@ File Edit Wiew [nsert Format Tools Data  Window  Help Type & quastion for help =/ @ X

SUM ~ X & =vlookup(D2,
A [ B ] C | 1] I E [ F [ ] H I | I J | K
Budget Sum Pre Sum Sum
Fund Total Encumbered Encumbered ExpendedJ
1 |Code Account Sub-Classification BD_ORG BD_APPROP Project{Grant Program  Amount Amount Amount Amount

| 2 |A w0000 7300 420C31 \=VIDDkup(D2,| [50R. ALL -19,496,402.00 0.00 0.00/ 18,646,596.52

| 3 |A GENNEN] 420C31 [¥LooKUP(lookup_value, table_array, col_index_num, [range_lookupT) | 0.0o 281986 1,809.555.57

14 A B16000 300 420C31 50R ALL -2,633,237.00 0.00 0.00 2.468.563.75

| 5 |A Bizoo0 301 420C31 50R ALL -2,360,968.00 0.00 0.00 1.424.945.56

| B A B15000 300 420C31 50R ALL -2,144,502.00 0.00 0.00 2.004.792.23
| 7 1A Bio000 300 420C41 50R ALL -1.939.962.00 0.00 0.00) 1.363.328.04

1 8 A B53000 312 420C31 S0R ALL -1.806.382.00 0.00 248.455.63)  B42.802.36

| 9 |A 720000 304 420C31 5O0R AL -1.635.308.00 0.00 834M8.00 34997691

| 10 |A 14000 300 420C31 50R AL -1.371.745.00 0.00 000 135403885

| 1T 1A Tezoon 7303 420C31 S0R ALL -1,0968,866.00 0.00 501,856.00)  424,592.00

|12 A B53000 312 420C43 50R ALL -750,271.00 0.00 162946 114.200.99

|13 A Bro00 307 420C31 50R ALL -617,020.00 0.00 000 23351648

|14 A o000 300 420C1 50R ALL -608,371.00 0.00 0.00) 60966354

| 16 |A Bio000 300 420C43 50R ALL -376.941.00 0.00 0.00]  414877.72

|16 |A B18000 301 420C31 50R ALL -357.990.00 0.00 0.000 37031086

| 17 |A B15000 301 420C31 50R ALL -331.493.00 0.00 863,949.00) 96637725

| 168 |A B14000 301 420C33 5O0R AL -328.212.00 0.00 000 251.781.60

| 19 |A Tzoon 3m 420C41 S0R ALL -303,685.00 0.00 000 245,000.45

| 20 |A B13o00 300 4z20C11 S0R ALL -300,000.00 0.00 000 16696323

121 A B2o000 301 420C31 50R ALL -284,651.00 0.00 0.00)  371.254.00

| 22 |A 13000 300 420C31 50R ALL -264,116.00 0.00 0.00 68934834

| 23 |A 721000 308 420C41 50R ALL -253,330.00 0.00 0.00 0.00

| 24 |A 721000 308 420C31 50R ALL -235,177.00 0.00 0.00 11.587.60

| 26 |A B10000 300 420C33 50R ALL -201,384.00 0.00 0.00 20841211

| 26 |A B16000 300 420C41 5O0R AL -183.515.00 0.00 000 17903428

| 27 |A L1000 300 420C41 50R AL -158.006.00 0.00 000 14257750

| 28 |A enoon 304 420C33 S0R ALL -150,000.00 0.00 0.00 6,760.00
le] Teannnn Fna A20021 =] =] 1L 140 72073 0 nnn nnn 140009 £O T
K 4 » [\0BDO10_DRG { 0BDODO19A [4] | ﬂjJ
Draw~ [ | Autoshapes~ . W [ O E] 4 0
Enker CAPS NUM
iﬂstartIH Inbux-Micrusu..‘l 484prui.pm | @PaﬂEl.dU( - M\:.‘.l _yElizabeth_Temp | Repurts_fur_w‘..l @42075ummar... QJ%EEH @ I] 10011 AM

Expected Spreadsheet matches.
Results:
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Exercise 3 (continued)
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SEPTEMBER 2004

Step 15

Expected
Results:

Go to OBDO19A query and sdlect the range again.
Press, “Enter”
Keyin,5)

Formulain Formula Bar display should be:

=VLOOKUP(D2,LOOKUP,5)
Press, “Enter”
Llaix]
. E o+ M Sans Serf 10 - A
Favorites = Go - Ci\Documents and Settingsiemcerary|Desktop420_Summary_QRY »
File Edit Wiew Insert Format  Tools Data Window  Help Type 3 question for help = 2 @ X%
Sum * X & =VLOOKUR(D2 LOOKUP 5)
A B [ cC 1] E Foo ] G | ol 3‘
| 228 1,333,333,333| 1,300,000,000 1800-01-03 42000 BCM_ORG |4204200197 TwA COMPUTER SUFFORT 4/BO_DETAIL  420C42
| 230/ 1,341,666,666 1,300,000,000 1900-01-03 42000 |BCM_ORG |4204200198 UTILIZ RFA ADD-ON 4/BO_DETAIL  420C42
| 2311,345,858,999 1.300,000,000 1900-01-03 42000 |BCM_ORG [4204200211 *w00D UTILIZATION 4/ BO_DETAIL  420C42
| 232 1.,366,333.333) 1.300,000,000 1800-01-03 42000 BCM_ORG (4204200212 OERBIO MASS 4/ BO_DETAIL  420C42
| 233 | 1.366,666.666 | 1.300,000,000 1300-01-03 42000 | BCM_ORG (4204300202 UFA PARTNERSHIP 97 4/BD_DETAIL  420C43
| 234|1.374.599.939 1.300,000,000 1900-01-03 42000 BCM_ORG (4204300240 CENTRAL EDUCATION & FIRE PREVE 4/ BD_DETAIL  420C43
235 1,383,333,332 1,300,000,000 1900-01-03 42000 |BCM_ORG (4204300242 HIGHTOWER EDUCFOREST 4/ B0 _DETAIL  420C43
| 236 | 1,391.666,666 1,300,000,000 1300-01-03 42000 BCM_ORG 4204300243 ATE 58 4/ B0 _DETAIL  420C43
| 2371.400,000,000 1,200,000,000 1900-01-03 42000 |BCM_ORG |4204300246 URBAN ADD-OM 4/BO_DETAIL  420C43
| 236 1.412,600,000 1,400,000,000 1500-01-03 42000 BCM_ORG |4204300247 ATE 88 4/BO_DETAIL  420C43
| 238 1,424,855,999 | 1,400,000,000 1500-01-03 42000 BCM_ORG |4204300245 ATE 87 4/BO_DETAIL  420C43
| 240 1.445,858,999 1.400,000,000 1900-01-03 42000 |BCM_ORG |4204300249 UFA DAWSON EDUC 4/BO_DETAIL  420C43
| 241 | 1.462,458,999 | 1.400,000,000 1500-01-03 42000 BCM_ORG (4204300280 SPIRIT CREEK EDUC FOREST 4/ BO_DETAIL  420C43
| 242|1.474.599.939 1.400,000,000 1900-01-03 42000 |BCM_ORG (4204300251 GA COMMUNITY TREES 4/ BD_DETAIL  420C43
| 243 | 1.457.499.999 1.400,000,000 1900-01-03 42000 BCM_ORG |4204300255 PLANMNING ASSISTANCE 4/ BD_DETAIL  420C43
1244 1,500,000.000 1,200,000,000 1900-01-03 42000 BCM_ORG 4204300256 MNRCE OUTDOOR CLASSROOM 4/ B0 _DETAIL  420C43
| 245 1,507.142,857 1,500,000,000 1900-01-03 42000 BCM_ORG [4204300261 URP ADD-OM 4/BO_DETAIL  420C43
| 246 | 1,614,286,714) 1,500,000,000 1900-01-03 42000 |BCM_ORG |420A1 DESCRIFTION NOT FOUND 2|BO_APPROP 420ALL
| 247 | 1.,621,428.671) 1,500,000,000 1500-01-03 42000 BCM_ORG 42043 DESCRIFTION NOT FOUND 2|BO_APPROP 420ALL
| 248 1.626671.428 | 1.500,000,000 1500-01-03 42000 BCM_ORG |420A44 DESCRIFTION NOT FOUND 2|BO_APPROP 420ALL
| 248 1.636,714.285| 1.500,000,000 1500-01-03 42000 BCM_ORG |420ALL All Organizations 1/ALL
| 250 1.542.857.142 | 1.500,000,000 1900-01-03 42000 | BCM_ORG |420C11 SEEDLING PRODUCTION/PROCESSING 3/BD_ORG 420A1
| 251 | 1.544,999,939 1.500,000,000 1900-01-03 42000 |BCM_ORG |420C12 TREE IMPROVEMENT 3BD_ORG 420A1
| 252 | 1,657.7142,856 1,500,000,000 1900-01-03 42000 BCM_ORG |420C31 FOREST PROTECTION & MGT. 3/BD_ORG 420A3
| 253 | 1,564,285,713 1.500,000,000 1900-01-03 42000 |BCM_ORG |420C32 STATE FOREST 3/BD_ORG 420A3
| 254 1,571,428,570 1,500,000,000 1300-01-03 42000 BCM_ORG |420C33 FURAL FIRE DEFENSE 3/BO_ORG 42043
| 266 1,676,671,427 1,500,000,000 1900-01-03 42000 |BCM_ORG |420C41 INTERMNAL ADMINISTRATION 3/BO_ORG 42044
| 266 | 1.666,714,284) 1,500,000,000 1500-01-03 42000 BCM_ORG |420C42 UTILIZATION MARKETING & DEVELO 3/BO_ORG 42044
| 267 | 1.682,857.141) 1.500,000,000 1500-01-03 42000 BCM_ORG |420C43 FOREST EDUCATION & FIRE PREVEN 3/BO_ORG 42044
| 266 1.733,333.334) 1.600,000,000 1900-01-03 42000 |BCM_ORG |420CNY___ Canversion Organization 3B0_ORG 420ACHY
|4:2 » [y 0BDOI10_ORG ', 0BDO0019A [+ | HJJ
Draw = Autoshapes ~ & . i - & - ) E [} L .
Enter CAPS NUM
histart || [Diicbox -picros... | EBFNPROD - cus... | BBFPROD - Anel.| [ Microsat Exc... Epaneldoc - tic..| CilFlesbeth Temn | AReports for w. .| [F77 M@ auszrm

Spreadsheet matches.

Exercise 3 (continued)

PHOENIX - STATE OF GEORGIA

PROPRIETARY AND CONFIDENTIAL

SECTION 2: RUN-ONLY QUEREES 2-23




SEPTEMBER 2004

PARTICIPANT GUIDE

Step 16 0BDO010 query vaueisdisplayed in Cdl E2.

SEIE
DM SR (BB - |2~ 25 M5Sansserif -« B I U 3 5% - A -
= = 0 fat @ Favorites= Go~ | [5] CriDocuments and SettingslemccraryiDesktopt420_Summary_QRY +
{283 %8 2 T 3| 9 B9 62 | PeReply vith Changes... EodReview... |
File Edit Wiew Insert Format  Tools  Data  Window Help Type 5 question for help w2 @ X

=) - S =vLOOKUF(DZ2 LOOKUP 5)
A B | C | D | E | F | G H [ | [ J [ 3 3‘
Budget Sum Pre Sum Sum
Fund Total Encumbered Encumbered  Expended J
1 |Code Account Sub-Classification BD_ORG BD_APPROP Project{Grant Program  Amount Amount Amount Amount

| 2 |A 510000 (300 42031 |420A3 !50R ALL -19,486,402.00 0.00 0.00] 18,646,556.52
| 3 |A 14000 301 420C31 50R ALL -2.669.258.00 0.00 2.619.86 1.509.555.57
| 4 |A 16000 [300 420C31 50R ALL -2.633.237.00 0.00 0.00 2466.563.75
| 5 |A 12000 301 420C31 50R ALL -2.360.966.00 0.00 0.00) 1.424545.86
| 6 |A 15000 300 420C31 50R ALL -2.144502.00 0.00 0.00) 2,004732.23
| 7 |A Biooo0  [300 420041 50R ALL -1,939.962.00 0.00 0.00/ 1,363329.04
| 8 |A b53000 12 420C3 50R ALL -1.806,382.00 0.00 248.459.63 84280236
| 8 |A 720000 [304 42031 50R ALL -1,635,308.00 0.00 §34.018.00  349.976.91
| 10 |A 14000 [300 42031 50R ALL -1.371.746.00 0.00 0.00 1,354,038.85
| 11 |A 722000 303 42031 50R ALL -1,088,866.00 0.00 501,656.000  424532.00
| 12 |A fB53000  [312 42043 50R ALL -750.271.00 0.00 1.629.46  114.200.99
| 13 |A Brio00  [a07 420C31 50R ALL -617.020.00 0.00 0.00)  233516.48
| 14 |A 1000 300 42011 50R ALL -608.371.00 0.00 0.00)  B0Y,88354
| 15 |A Eiooon  [300 420C43 50R ALL -376.941.00 0.00 0.00) 41487772
| 16 |A B1s000 301 420C3 50R ALL -357.990.00 0.00 0.000  370310.86
| 17 |A 15000 f301 420C3 50R ALL -331.493.00 0.00 863.949.000  966,377.25
| 16 |A 14000 [301 420C33 50R ALL -328.212.00 0.00 0.000  251.781.60
1 19 |A 12000 [301 42041 50R ALL -303.685.00 0.00 0.00) 24500045
| 20 |A 13000 [300 420C11 50R ALL -300,000.00 0.00 0.00)  186,863.23
| 21 |A fGenoo0  fao1 420C31 50R ALL -294.651.00 0.00 0.000  371.254.00
| 22 |A 13000 300 420C31 50R ALL -264.116.00 0.00 0.00)  BB3.348.34
| 23 |A 21000 308 42041 50R ALL -263.330.00 0.00 0.00 0.00
| 24 A 21000 [305 420C31 50R ALL -236.177.00 0.00 0.00 11.587.60
| 20 |A 10000 [300 420C33 50R ALL -201.384.00 0.00 0.000 20541211
| 26 |A 16000 [300 420041 50R ALL -193.515.00 0.00 0.000  179.034.28
| 27 |A 15000 [300 42041 50R ALL -158.006.00 0.00 0.000 14257750
28 |4 720000 [304 420C33 50R ALL -150,000.00 0.00 0.00 6,760.00
| 20 | Tannnn g A EAC: Ll 1A% 70700 fnnn nnnl taneer Fo T
14 4 » W[ 0BDO10_ORG 4 OBDOODISA [4] | v
Draw-= [3  Autoshapes~ . x [ O 4[ i & - i - & = =B .

Ready UM
iﬂstartl” [EAnbex - Wicrosaft ., | [E484pra.prm | ®Panel doc - Micros.., | {Elizabth_Temp | Reportsjor,web,..‘”420_5ummary_,,_ Mj(-sﬁ' A T

Expected Spreadsheet matches.
Results:

Exercise 3 (continued
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Step 17

Copy formuladown to dl rows in Column E and thenenter. Parent Node values are
digolayed.

E3 Microsoft Excel - 420_Summary_QRY.xls

bedan ek B - 5 - 2 s gans Serf -w - B ZIU
D ﬁ @ Favorites = Go~ | [5]  Cr\Documents and SettingsiemcerarylDesktop|420_Summary_QRY »
| = 4 8 62 o
File Edt ‘ew Insert Format Tools Data Window Help Type a question for help (v @ X
E375 h A =VLOOKUP(D375, LOOKUP 5)
Al B | c [ D \ E \ F [ 6 [ H | \ \ J [ K 3
Budget Sum Pre Sum Sum
Fund Total Encumbered Encumbered ExpendedJ
1 |Code Account Sub-Classification BD_ORG BD_APPROP Project{Grant Program  Amount Amount Amount Amount
12 |A 510000 300 420C31 42043 S0R ALL -18,496,402.00 0.00 0.00] 18,646,596.52
13 ]A B14000 301 420C31 42043 S0R ALL -2,869,259.00 0.00 281986 1.809.555.57
L4 1A B16000 300 420C31 42043 S0R ALL -2633.237.00 0.00 0.00] 2.468.563.75
15 |A Bleoo0 301 420C31 42043 S0R ALL -2,360,968.00 0.00 0.00] 1.424.949.86
| B |A 15000 300 420C31 42043 S0R AL -2.144502.00 0.00 000 200479223
| 7 |A G000 00 420C41 42044 H0R AL -1.939.962.00 0.00 0.00] 1.363.329.04
| 8 |A 53000 12 420C31 420A3 S0R ALL -1,806.362.00 0.00 248,459.63 04280236
19 |A 720000 304 420CH1 42043 S0R ALL -1,635,308.00 0.00 834018.00 34997691
LA 14000 300 420C31 42043 S0R ALL -1,371,745.00 0.00 0.00) 1,354,035.85
AN 722000 303 420C31 42043 S0R ALL -1,048,866.00 0.00 501,886.00  424,582.00
L1z A B53000 312 420C43 42044 S0R ALL -750,271.00 0.00 162946 114.200.98
113 ]A B71000 307 420C31 42043 S0R ALL -617.020.00 0.00 0.00) 23351648
| 14 |A Toon 300 420C11 42041 S0R AL -608,371.00 0.00 000 60968354
| 15 |A o000 300 420C43 42044 S0R AL -376.841.00 0.00 000l 41487772
| 16 |A B1s000 301 420C31 420A3 S0R ALL -357.990.00 0.00 000 370.310.86
|17 |A 15000 301 420C31 420A3 S0R ALL -331,493.00 0.00 #63,949.00)  966,377.25
|16 |A B14000 301 420C33 42043 S0R ALL -326,212.00 0.00 0.00) 25178160
118 ]A Bizoo0 301 420C41 42044 S0R ALL -303,685.00 0.00 0.00) 24500045
L 20|A 13000 300 420C11 42041 S0R ALL -300,000.00 0.00 0.00 16696323
121 |A G2o000 301 420C31 42043 S0R ALL -284,651.00 0.00 0.000  371.254.00
| 22 |A B13000 300 420C31 42043 S0R ALL -264,116.00 0.00 0.00]  689.348.34
| 23 |A 721000 305 420C41 42044 S0R AL -253,330.00 0.00 0.00 0.00
| 24 |A 721000 308 420C31 420A3 H0R AL -235177.00 0.00 0.00 11.587.60
| 26 |A B1o000 300 420C33 420A3 S0R ALL -201,364.00 0.00 000l 20841211
| 26 |A B16000 300 420C41 42044 S0R ALL -193,515.00 0.00 000 179.034.28
|27 |A B15000 300 420C41 42044 S0R ALL -158,006.00 0.00 0.00) 14257760
| 26 |A 720000 304 420C33 42043 S0R ALL -150,000.00 0.00 0.00 86,760.00
a TeAnnAn Fan A2 AN FNC L1 142 702 N nnn nnn 140087 EA T
K 4 » ¥[\0BDO10 ORG / 0BDODO19A 4] | ﬂjJ
Draw~ [3 | AutoShapes~ . [ O & . i v & v f=g ] .
Ready MUK
dhistart|| | Blirboc-vicr. | Weneron - ... | Birwrco - a..|[EMicrosoRt .. BPaneldoc- .. | Cueieabetn ... | EReports for.., Rl s
Expected Spreadsheet matches.
Results:
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Step 18 To close current spreadsheet

Sdlect: File=>»Exit

If adidog box appears asking: Do you want to save the changes?
Click: No

Expected Excd closes.
Results:

Exercise completed.
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D. Summary and Review

SEPTEMBER 2004

Activity Materials
R
LECTURE GUIDE

ool

REVIEW

Objectives Review:

A owbdpE

Discuss the following questions:

1. Nametwo waysto view query data.

Run queriesto alistbox

Run queriesto an Excd spreadshect

Run queriesto Excd and use VLOOKUP
Manipulate spreadsheet data

2. What isthe difference between a Public Query and a Developmenta Query?
3. Name aformulathat can be written to find the rollup for Organization codes.
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